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ONE MORE WAY You SAVE mowey / 


HE HANDS that do your typing are 
; expensive. You pay thousands of 
Pdollars every year for their services. 


F One of the many ways we save those * ¢ 

Whands time—and you money —is the MITH- ORONA 

PSmith-Corona Automatic Margin. 

| It's the only system that lets a typist O fi 
ce 


psec both margins with one hand in one 
P second. It’s the fastest and easiest of 
all mechanical margins. 





Typewriters 


Typewriters aren't expensive — but 
typists are. May we show you a// the 
ways a Smith-Corona will save you 
money? Just phone your Smith-Corona 
branch office or dealer. 





L CSMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory & offices, Toronto, Ontario. 
Makers also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons & Carbons. 
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Why look at BOTH sides 
of these copies? 


Both sides are mimeographed! 
That cuts paper requirements 
in two. Moreover, you can 
use thinner paper to save post- 
age. Those are only two of the 
bonus features of MODERN 
mimeographing, still un- 
matched for over-all economy. 
Other bonus features include 
duplicating in 4 or morecolors 
at once, and mimeographing 
on almost every kind of paper 
and card stock. 


Such extra versatility above 
and beyond routine mimeo- 
graphing now makes this 
process more useful than ever. 
For a free portfolio of MOD- 
ERN mimeographinag samples 
and full facts, send the coupon. 
Do it... write now! Learn 
how you can save through 
MODERN mimeographing 
with A. B. Dick products—for 
use with all_makes of suitable 
stencil duplicating products. 





A-B-DICK 


THE FIRST NAME IN MIMEOGRAPHING 





A. B. DICK COMPANY, Dept. 0-151 
5700 W. Touhy Ave., Chicago 31, Ill. 


With no obligation to me, please send free portfolio of samples and 
full facts about MODERN mimeographing. 


NAME 





ORGANIZATION 





ADDRESS. 





CITY. ZONE STATE 
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Selecting papers for office needs — accounting, duplicating, 
typing — isn’t a problem when you specify the Atlantic 
line. Every one of these fine business papers has exactly 
the qualities you require, uniformity — printability — 
durability — and a velvety smoothness. Atlantic papers 
are engineered to give you the finest paperwork. The price? 
Far less than you’d expect for Atlantic’s superior quality. 


Standardize on Atlantic Bond, Atlantic Ledger, Atlantic 
Mimeo Bond and Atlantic Duplicator today. You'll find 
it will pay in satisfaction. 

















> 


Eastern's Atlantic Bond 
AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION © BANGOR, MAINE 
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You'll never kfow what a Sturgis 
posture chaif €an do for your 
health, well-being and job per- 
formance till you try one. So call 
your(Gturgis dealer* and tell him 
which of these two luxurious 

eg 

ecative chairs you'd like to try. 
No® ligation naturally. 


NO. 1805 


SENIOR SPRINGREST 
with adjustable 
Spring-Tension Back 


NO. 1800 


SENIOR EXECUTIVE 

Conventional Type; 

Seat and Back Tilt 
Together 


* We'll send you his name if you don’t know it. 


We'll also send you a stimulating booklet, 
“The High Cost of Sitting’. 


POSTURE CHAIR CO. 
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The Pentagon Building in Arlington, Va., from a U. S. Air Force Plane. 


The Pentagon: World's 
Largest Office Building 


the Department of Defense, is the 

world’s largest office building. 
Erected at an estimated cost of $83,- 
000,000, the structure is three times the 
size of the Empire State Building in 
New York and 50% larger than the 
Chieago Merchandise Mart. It covers 
well over 34 acres and has 17% miles 
of corridors. Its 6 million square feet 


Te PENTAGON, headquarters of 


gross area provides 3,333,000 sq. ft. of 
usable space. 

It was completed in less than two 
years to meet the needs of the expand- 
ing War Department; begun in late 
1941 and dedicated in the winter of 


1943. To complete its construction, 
thousands of workers maintained a 24- 
hour schedule. At one time the project 
required 13,000 employees. Before this, 
headquarters personnel of the War De- 
partment were scattered in 17 buildings 
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in Washington, D. C., and nearby Vir- 
ginia. The consolidation made for 
economy and efficiency. At its war 
peak, the Pentagon housed approxi- 
mately 33,000 civilians and military 
personnel (25,000 as of March 1950). 
As the nerve center of the Army which 
numbered over 8,000,000, it paid great 
dividends in World War II. 

Prior to the unification of the Armed 
Forces, the Pentagon was occupied by 
the Army and the Air Force. Since 
that time, it has become the Headquar- 
ters of the Secretary of Defense, his 
staff, special boards and committees, 
and key personnel of the three armed 
services. 

The Pentagon is linked to Washing- 
ton by two highway bridges. It is in 
the center of one of the busiest traffic 
areas between the District of Columbia 
and Virginia. To eliminate traffic con- 





One of the Pentagon's larger office areas is shown above. Below is the entrance to the Office 
of the Joint Chiefs of Staff, a-closely guarded restricted area. 


gestion, there are five main roads in 
addition to the bridges. In the imme- 
diate vicinity of the Pentagon, there 
are a chain of clover leaf roads and 21 
overpasses assuring a constant flow of 
uninterrupted traffic. 

The two main entrances to the build- 
ing, River and Mall, face Washington. 
The building is fronted by a lagoon 
formed from excavation and juncture 
with the Potomac River. Four parking 
areas surround the Pentagon to accom- 
modate approximately 7,000 automo- 
biles. The huge underground military 
motor pool has a capacity for 150 offi- 
cial vehicles. Several transit companies 
carry the thousands of commuters who 
live in nearby Maryland, Virginia and 
the District of Columbia. Working 
schedules are staggered to eliminate as 
much congestion as possible. Arrange- 
ments for air and train travel service 
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Every Move Costs Money 
$0 
Plan Your Moves with 
“VISUAL” 





And Move It Once! 


In response to the increasing demand for a "package" or kit of 3-dimensional office-planning equip- 
ment, "Visual"' Planning Equipment Co., Inc. now has available such a unif. 

This unit has been developed so that you can completely lay out multiple office set-ups. It contains 
an assortment of ali basic office equipment, plus ‘'Visual'' layout aids, such as planning board, columns 
and tape. 

A panel 3-dimensional office-planning kit consisting of the following: 
6 72” Desks & Chairs. 24 60” Desks & Chairs. 12 60” Typing Desks & Chairs (6— 
Typewriter right side. 6—Typewriter left side). 12 48” Double Pedestal Typing 
Desks. 12 4-drawer Standard Files, 24 2-Drawer Files. 6 1-Drawer Files, 2 Adding 
machines. 30 Wastebaskets, 24 Side Armchairs, 12 Telephones. 2 Drinking Fountains. 


6 Coatracks. 
PLUS THE FOLLOWING 
1 Sheet scored (%4" graph) Lucite—18” x 12”, 





6 Columns—12” x 12”. 

The kit will enable you to set up your office 
ON YOUR DESK . You can make changes, 
rearrangements and alterations with the 3-dimen- 
sional equipment . . thus you have a visible 
record of what the new set-up will look like. 

Through this method of preliminary ‘'Visual" 
planning you will have a ‘'Visual"' record of your 
offices—will be able to discuss it intelligently and 
accurately—and arrive at your decisions with the 
utmost speed . . . You will eliminate costly time- 
—— discussions and, even more important, 
will not have to make a number of moves of the 


\\ // 


I Roll of “VISUAL” Layout Tape. 
actual equipment itself . . . You will be able to 
move your ‘'Visual"’ equipment—and then when the 
final decision is reached — move the equipment 
ONCE to its most efficient position. 

The cost of this office-planning kit is 
$57.50. The above listed 203 items, plus 
planning board, columns and tape is 
packed in a wooden box. Shipment is via 
insured parcel post, F.O.B. Oakmont, Pa. 

Obviously, because of the greatly reduced price of 
this office-planning kit, no substitutions can be made. 
If you desire additional items we shall forward our 
price list, upon request. 


SAVE TIME -- SAVE MONEY 


THROUGH THE USE OF 3-DIMENSIONAL PLANNING. 


"10,000 Models in Stock" 


PLANNING EQUIPMENT CD., INC. 


PENNSYLVANIA AVENUE AT RIVER, CAKMONT, ALLEGHENY COUNTY. PA. 
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are also available in the Pentagon. 

The interior of the building, com- 
pletely air conditioned, consists of five 
floors, two basements, five concentric 
rings and ten spoke-like main corridors. 
This simple, functional design elimi- 
nates considerable walking from office 
to office. There are five escalators, 150 
stairways, and numerous ramps_ to 
facilitate climbing. The maximum dis- 
tance between any two rooms is only 
1,800 feet, about a six-minute walk. It 

approximately one mile around the 
outer edge of the building. There is a 
logical system of numbering offices and 
a functional plan in the location of 
departments. The office number 3D925, 
for example, is on the third floor, D 
ring, 9th corridor, room 925. 

In its extensive communications cen- 
ter and telephone system, the Pentagon 


The lagoon fronting the Pentagon is one 


is 


The Pentagon has 
the largest private 
branch telephone 
exchange in the 
world. This is one of 
several restricted 
areas in the building. 


All illustrations in 
this article, including 
that on the cover, are 
Official Department of 
Defense Photos. 

is kept in constant contact with all 
parts of the world. The building’s pri- 
vate branch telephone exchange is the 
largest in the world, with facilities 
capable of servicing a city of 125,000. 
It occupies 32,000 sq. ft. of space and 
ean accommodate 300 operators 
supervisors. 

A network of pneumatic tube stations 
are located at key points throughout the 
building to expedite the inter-office mes- 
senger system. The building also em- 
ploys a number of bicycle messengers 
who extend this operation. 

Segments of the Pentagon are re- 
stricted to the general public for secur- 
ity reasons. These include the sections 
occupied by the Joint Chiefs of Staff, 
communication centers and others where 
weapons and materiel are evaluated. 

The building’s extensive concourse is 


and 


of Washington's many points of interest. 


Be 
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@ The spate of paper work flowing across 
desks es through the mails constitutes an 
important part of the insurance business. 
To produce this volume efficiently and 
economically . . . and with push-button 
convenience . . . United Insurance Com- 
pany, Chicago, Illinois, uses the Aupo- 
GRAPH Soundwriting System. 

“We have substantially reduced the 
cost of dictation and transcription b 
utilizing machine dictation. Since stand- 
ardizing on AUDOGRAPH equipment, how- 
ever,” says Mr. G. Blair Hiser, Vice- 
President and General Attorney of 
United Insurance Co., “we have increased 
our efficiency and output by about (20% 
over previously used types of dictating 
machines!” 





"A UJ D 0) f R A PH soundwriting increased our output 


by about 20% over previous dictation equipment!” 


says UNITED INSURANCE COMPANY, 


Dictation is EASIER 


Chicago, Illinois. 





with AUDOGRAPH 


@ Write today for full details on Aupo- 
GRAPH Electronic Soundwriting and the 
efficient correspondence- and message- 
handling system it makes possible. 








Og aes 
TRADE MARK “AUDOGRAPH™ 
REG. U. S. PAT. OFF. ELECTRONIC 
H | R ' p H SOUNDWRITER 
® 


@ AUDOGRAPH sales and service in 180 
principal cities of the U.S. See your 
Classihed Telephone Directory under 
*Dictating Machines.” Canada: Northern 
Electric Company, Ltd., sole authorized 
paved for the Dominion. Overseas: 

estrex Corporation (export affiliate of 
Western Electric Company) in 35 for- 
eign countries. 
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f) THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONN. 
Pe Send me Booklet R-1—"“Now We Really Get Things Done!” 


TS asigcncccixcksny Firm 
Sethi 68 HS aR Ci 











THE PRACTICAL 
HANDBOOK 
ON OFFICE 
SYSTEMS 


| Provides a comprehensive view of the entire 
systems area in your office, showing systems 
in its true evaluation to the entire business. 
In addition, it provides a practical guide to 
systems techniques based on actual practice 
in industry. This book, one of the first of its 
kind, is written in a pioneering effort to 

remove strain in reading technical literature. 


| Mr. Ross is a management consultant, | 


§ and Lecturer in Management at the 
University of Miami. 


“Over 85 ilstrations” $15 


lke) 
5-DAY EXAMINATION 


OFFICE RESEARCH INSTITUTE 
P.0. BOX ‘3 
MIAMI 25, FLORIDA 


SEND ME a copy ef Foshateen, “ System 
Precedures. After 5 days | elther 
$15 plus pestage or revere the. book without 


ebligation. (Postage paid if cheek accompanies 
erder) 


Outside’ U.8., $16 


~ 
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literally a shopping center. It includes 
a small department store, drug store, 
post office, barber shop, bank, jewelry 
shop, men’s clothing store, newsstand, 
book store, shoe repair shop, dry clean- 
ing and laundry shop, railway and air- 
line ticket office, bakery, bus and taxi 
facilities. 

Four public cafeterias, three dining 
rooms, and nine beverage bars feed the 
thousands of Pentagonians, The daily 
food consumption can be measured in 
tons. Other facilities include medical 


MAIN CORRIDop 


Pentagon Building messengers ride bicycle 
trucks along the wide corridors. 


and dental care for military personnel 
and emergency medical aid for civilians. 

Approximately 1,100 employees are 
responsible for the maintenance of the 
Pentagon. This includes all types of 
labor and service from civilian guards 
to air conditioning technicians. In its 
vast storage areas millions of active 
military records are filed. Inactive in- 
formation is stored in other parts of 
the U. S., to make room for the ever 
expanding military archives. The re- 
production plant turns out a million 
copies a day. 

Only a small part of the story of the 
Pentagon can be told. Notwithstanding 
all the jokes and stories implying it to 
be synonymous with red tape, the Pen- 
tagon has reduced red tape by its con- 
centration of defense activities. 
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this modern low-cost way 


right in your own office or 
duplicating department! 


"| Add prestige . . . color . . . attention-compelling 


PUNCH. Insert paper ... push 
down handle. 


OPEN BINDING. Binding ma- 
chine quickly opens all rings 
mechanically. 


INSERT & CLOSE. Slip punched 
material on open rings. Close 
and remove finished book . a 
up to 250 an hour. 


appearance to presentations, catalogs, proposals, 
and all printed and duplicated material with this 
handsome plastic binding. NEW GBC portable 
equipment*. . . quickly . . . economically plastic 
binds loose pages of all sizes into easy-to-use per- 
sonalized booklets. Pages turn easily ... lie flat... 
fold back-to-back for easel applications. Popular 
GBC plastic bindings are available in a complete 
range of colors, styles and sizes. Complete GBC 
equipment costs less than a typewriter . . . saves more 
than 50% over old-fashioned fastener-type covers. 
Anyone can operate... lasts a lifetime. Names of 
enthusiastic users furnished on request. Send coupon 


below for complete details of SPECIAL TRIAL OFFER. 
*Patents Pending 


General Binding Corporation 
Chicago 14, Illinois 


Mail coupon for details and@SPECIAL TRIAL OFFER 


General Binding Corporation, Dept. O-1 
808 W. Belmont Ave., Chicago 14, Ill. 


Please send me Bulletin 1100 describing your 
new low-cost portable GBC plastic binding equip- 
ment...also 2 handy memo books bound this 
modern way. Tell me how | can try this equipment 
without obligation, 


geno) 


Nome 

Company. 
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plays an important part 


in the manufacture of 


You visualize us as a huge organization 
producing typewriter accessories by the carload. 
Pause to think, too, of the cool, sure 
planning — the scientific elimination-by-trial 

— the utter proving which comes first. 
Every ribbon and carbon formula — each detail 

in the intricate process of their develop- 
ment to finished products — marks a progressive 


triumph in the application of modern Science! 
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Ebony Hectograph 


Produces jet black copies on 
any spirit duplicating machine 
++ reguires no special aids. ee 


no «handles C-L-E-A-N 
MANIFOLD SUPPLIES COMPANY — 188 Third Avenue, Brooklyn 17, W. Y. Mont e 
Coast to Coast Distribution 








SAMPLE SENT UPON REQUEST 
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"Since our recent purchase of three complete Robotyper 
units we find our cost per letter has been materially 
reduced... ." 
(Signed) Mrs. Edwin Selvin, Chairman 
Women of the Pacific, Beverly Hills, Calif. 


Robotyper’s amazing results are bringing hundreds of let- 
ters like the one above. Users are so eo Beeson about the 
increased output and increased results made possible by 
their first Robotyper that much of Robo "3 current 

. MAIL COUPON 


aa is for them 
iW. 





R YOUR OFFICE: 


stions match perfectly. 


automatic TPC ULTS: Important saving 
. in dictation veg 28 perfect 
billing: con tarial pee not be prot 
ae poi are letters that qa time ag pa 
of eye — Electric a! oF - ne 
po rs OTT autom * 


hand type 


po THIS FO 











$00 00000000000000000000090000000009000 
ROBOTYPER CORPORATION 


} eeere te 
LEARN HOW ee eee 


Please forward information on how Robotyper can 
INEXPENSIVE help my firm. 


ROBOTYPER 
REALLY IS— 
MAIL THE 
COUPON TODAY, 
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the folder that hangs 





in Oxfowd PENDAFLEX’ 





Eliminate by-guess or by-gosh filing that: wastes your firm's time 
and money! Pendaflex folders hang firm and straight: never sag, 
slump or slip out of sight! Any Pendaflex folder can be found in 
an instant! Today! Empty your cabinet drawer, set in a Pendaflex 
frame, and hang Pendaflex folders from the frame. You'll see 
the results in 100% filing efficiency! 


Oxford rume suppty co., mc. 


Garden City, New York 
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and his ‘Boss’ know just 
where they stand by segre- 
gating and tabulating vital 
operational statistics, such as: 


SALES ORDERS 
UNIT INVENTORY CONTROL 
PRODUCT ANALYSES 
CASH PAYROLL DENOMINATING 
FOOD PORTION COUNTING 


...and many other quantitative changes—You see, 
“Successful Joe’’ has put the DENOMINATOR to work 
in his office and has found that this ingeniously designed, 
easy-to-operate and modestly priced device pays off 
handsomely on these and 
numerous other ‘Keeping 
Count”’ business activities. 


For detailed information, write 
Dept. 1-0, without obligation. 


ua Denome nator Compa ny, 


261 BROADWAY NEW YORK 7 


Manufacturers of Tabulating Machines for over 35 years 











NO NO a eo 
BREAKING! TEARING! SLIPPING! 


FULL PROTECTION 
for your papers with... 


Schlegel puut 


FASTENERS 


29 the rubber band 


NO BREAKING! Strong, durable Schlegel 

PULL FASTENERS will not break, or 
' rot. Hold papers firmly while you carry 
+ them, or for a lifetime in your files. 


? NO TEARING! Valuable rolled drawings, 

) flat documents, and checks are pro- 

' tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


MANUFACTURING 
Schlegel <onrany 


379 N. Good nan St., Rochester 7, N. Y. 


18 





Use A Business Year 


UR company manufactures automo- 

bile accessories and we had always 

reported the results of operations on 
a December 31 year. That time of year 
has always been one of our busiest sea- 
sons. Despite the feverish activity of 
our accounting department, we have 
never been able to expedite the routine 
of closing our books to obtain financial 
information for management before it 
became ancient history. 


An analysis of our monthly produc- 
tion, sales, inventory, and receivables 
for a period of time, disclosed that the 
lowest point in our annual business eycle 
occurred in July. On this basis, we de- 
cided to make a change to a fiscal year 
ending July 31 and filed requests with 
the Commissioner of Internal Revenue 
and with our various State taxing au- 
thorities for permission to change our 
accounting period. Permission from 
each was easily obtained. 


Our change to a natural business year 
has resulted in several important advan- 
tages. Our statements prepared on a 
July 31 fiseal year have a “new look.” 
We are no longer confronted with sub- 
stantial working capital tied up in in- 
ventories and receivable since these items 
at this time of year have been substan- 
tially liquidated and appear as cash, 
giving a much healthier appearance to 
our balance sheet. 

Elimination of sizable inventory and 
receivable balances which had always 
appeared in our calendar year state- 
ments also did away with much of the 
conjecture as to “valuation” of these 
items. With smaller inventories, the 
work of taking and pricing the inven- 
tory was cut approximately in half thus 
effecting a saving in manhours. Not 
only did we effect an overall saving in 
manhours with respect to this item, but 
at July 31 our organization was better 
able to absorb the work of taking in- 
ventory and had more people available 
for this purpose. Furthermore, our au- 
ditors required less time to verify inven- 
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3 Mandard Lypewvelers 
&3 Wlandard Adding Machines 


0) Dirlalle Adding Machines 
CD Bockheoping Machines 

&D Yalement Machines 

[2 Caleulalors 

DD Cash Registers 

















~#BLC.Allen 


@ MoDdEet 100 





@ MODEL 200 Chrome 


MODEL 100 Complete with many standard features. 
Ideal for businesses needing a small capacity, low-price 
machine. 6 columns, totaling capacity 999.99. 


MODEL 315 Itemizing receipt-issuing cash register for 
food stores, cafeterias, liquor stores—for all businesses 
handling multiple item sales. Grand Total of entire day's 
receipts available by touch of single key—Departmental 
keys classify sales. Paid-Out . . . Tax Key . . . Item 
Count and many other features. 


MODEL 200 A 6-column, hand-operated, Chrome 
Combination which records cash, charge, 
received-on-account and paid-out transactions. Segregates 
sales by clerks, departments, commodities. Visible 

dials . . . enforced designation. 





Re 


| Yr R. C.Allen “(Kondln ‘Myfcoriler 





MODEL 611 : 





Typing is easier because the R. C. Allen has all the features. 
Smoother acting line space lever . . . instant margin set . . . 
self-centering bail . . . and 24 other features. They all combine to make a 


typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” has the highest 
profit margin in the field. A fast-selling repeat item . . . an item of reputation . . . 


pre-sold for you through continuous and intensive national 





advertising of the R. C. Allen name. It always pays to stock the best. 














Model 35 








Model 1015 








Modei 200 Chrome 








Model 211 

















tory and receivables, giving them addi- 
tional time for other important auditing 
tests. Our accounting department also 
substantially eliminated much of its 
year-end closing overtime costs. 

Our general business policies are for- 
mulated in the fall in advance of our 
busy season. Financial statements pre- 
pared on the basis of our natural busi- 
ness year reflected the results of our 
policies over one complete cycle of 
operation; whereas, our calendar year 
statements reflected the results of opera- 
tions in two different periods in our 
business cycle, making comparisons be- 
tween years difficult. During the lull 
in our business which usually continues 
into August, management also has more 
time to critically review the results of 
the preceding year. Having the financial 
statements reach management promptly 
during our slow season has been ex- 
tremely helpful and has permitted more 
careful and intelligent planning for the 
following year. 

Our bankers are much happier with 
the natural business year. They are 
particularly impressed with the fact 
that our new statements give them an 
opportunity to see how the concern 
looks in its most liquid condition. They 
like the idea of statements which give 
them more facts and less estimates, plus 
the added advantage of being able to 
compare our company with the industry 
as a whole which generally has adopted 
an accounting ending in July or August. 

The natural business year is an im- 
portant factor in giving our manage- 
ment financial tools with which to work. 
We now realize how important this can 
be and that a calendar year accounting 
period was completely unsuited to our 
needs. Perhaps you should ask your- 
self: “Why do I close my books at De- 
cember 317% You don’t expect your 
salesman to give you a report in the 
middle of his call before he knows the 
results, so why make your company re- 
port on its operations in the middle of 
the season or natural cycle of activity? 
—From a bulletin of the Illinois Society 
of Certified Public Accountants. 
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THE TEAM THAT 
LIGHTENS YOUR 
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=a OFFICE WORK 


Columbus 
Betty, 


pencils 


GRASERSTIK 
wood encased 
eraser for ink, 
pencil or 
typewriting 


























BATES QUALITY 


we an assurance reel long life and customer x sorietaction 


a oe ree ere 


Bates 3 7 Bates 
Model C. % Perforator 
Stapler . Easiest action, 
Makes its own @& ‘arge waste con- 


staples. One load- tainer. Compact, 
ing—5000 staples. | Economical. 


Bates e Bates 
Numbering e Mercury 
Machines = Staplers 
The world’s stand- 2 Wide range of 
ard for excellence. * models for every 
; requirement. 
Bates . 
Date Finders = Bates 
Mere than a cal- List Finders 


endar—automati- ¥ Data desired is in- 
cally sets up &  stantly before you. 
monthly calendar 
ntil 1975. 
- Bates 


Bates MunKee 7 Refill 


F §000 rustiess 
Silent Stamp ‘ Brass staples each 


Pads | loading. 
Reversible, renew- ; 
able filler forlong © 
life, clear impress- © Bates 
ions. 4 Mercury 
@ Staples 
Bates & Precision made 
Automatic 2. from highest grade 
cadmium plate 
Eyeleter 2 steel wire. 
Feeds, inserts and 2 
crimps eyelets in : 
one automatic > Bates 
action. > Somson 
Punch 


All Bates products give lasting satis- ‘i Powerful, easy to 
faction and represent the highest standards. 3 ms ee 4 gee yore up 
Backed by 60 years manufacturing experience. as — 


Li” 


4 


The Bates ae Co. 


New tae a 30 cee Strest 
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or the clean; Perfect 
throughout the co untry 


olUy Nabe ai feleltiasg s 


Executives know that for every type of off 
work, QUEEN QUALITY PRODUCTS wil 
perform with Top Efficiency — that's 
they demand that their office force rm 


Queen and only Queen for every < 


: 


Write today for your samples 
of the Queen Quality Line! 


—_ 


- INKED RIBBONS . 
+ MASTER U 
+ SPIRIT & OGK TING CARBORS— 


UEEN RIBBON & CARBON CO., Int. 


_ Executive Offices 
128 Wythe Avenue Brooklyn 11, New York 


Factories: Brooklyn, New York and Chicago, Illinois 














SMEAD’S TELL-I1-VISION SYSTEM 


EG. Vv. S. PAT OFFICE 


WOrkS oa 





READS LIKE A 800K 
LEFT TO RIGHT - 
GROWS AS NEEDED 

S 

















By using Smead's Tell-1-Vision filing system, you can 
reduce filing time. The alphabeticol-color signal 
system for finding —- and the numerical-color signal 
system for replacing — moke filing easy, fost, ond 
octurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Sinead Mavurnctonine co, 1Wc.-ASTINGS, MINNESOTA 
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the NEW improved 


WIFT AbbInG macHIN 


30 


the only 9-figure machine as low as a... 


COMPARE these features with more costly machines! 
$9,999,999.99 capacity! Only machine at “Pick-up” portability! Smallest, lightest com- 


this low price that adds and multiplies _ plete adding machine on the market, easily 
to 9 figures. carried in optional zipper case. 


All-steel case! Only machine at this low Easy to use! Visible adding dials, red totals 
price with unbreakable steel case in choice and sub-totals, oversize pica type, short 
of smart colors. stroke handle. 











sth Rah BM NV OE PR: ot 


Yes, papers take tests, too! And only Carbonizing Papers that rate 
“A+" in bursting strength are ever graduated from Schweitzer’s. 
Schweitzer Papers are laboratory-formulated and tested to 
afford the proper degree of resiliency and strength for the 
purpose for which YOUR CARBON PAPER is designed! 
Those who insist on the best insist on Schweitzer Paper for 
Carbonizing ... TOPS BY TEST for uniformity of texture, purity, 
absorbency and STRENGTH! 


PETER J. SCHWEITZER, INC. 


Mills at: Elizabeth & Spotswood, N. J. e Address inquiries to Elizabeth, N. J. 
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NOW IN OUR 
30TH YEAR 


Reg. U. S. Pot Off, 
MANUFACTURED ONLY BY THE MULTISTAMP CO., INC. NORFOLK, VIRGINIA 





POPULAR No. 3—POSTCARD 


AND LARGE TAG SIZE 

19° f.0.b. 

factory 

COMPLETE OUTFIT 
Durable case includes 12 stencils, 
ink, ink brush, stylus pen, writing 
board, type cleaner, correction 
varnish, illustrated instructions 








THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


Prints on Postcards - 








Shipping Tags - Labels 
Boxes ¢ Cortons ¢ Packages 


ALSO FORMS, ®ULLETINS, MENUS, LETTERS 


Fast, economical, accurate way, to make copies. PRINTS 1000 OR MORE CLEAR COPIES 
FROM ONE STENCIL, ONE INKING. Simply type, write, trace or draw on stencil, snap it 
on, and print on postcards, boxes, cartons, tags, labels. . . much like using a rubber stamp. 
NO moving parts, of non-corrosive METAL, lasts indefinitely. Replaceable ink pads. With 
supplies in handy, durable case. 8 complete outfits, $9.50 to $99.50. Write for FREE FOLDER. 


AT YOUR OFFICE OR SHIPPING ROOM SUPPLY DEALER 
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So simple, fast, efficient 


It’s no accident that good operators 
consistently prefer Monroes. They 
know that whatever the figuring 
or accounting job — adding, 
bookkeeping, calculating — 
Monroe makes exactly the model 
to handle it. And they know, too, 
that Monroe’s exclusive 

“Velvet Touch” keyboard makes 
all figuring easier, faster, more 
efficient . . . saves nervous strain 
and energy. 


Write today and learn how 
Monroes can simplify and 
streamline any business figuring. 


MONROE 


MACHINES FOR BUSINESS 





you know 


it’s a Monroe! 


Monroe 
Adding 
Machine 





Monroe 
Adding- 
Calculator 


Monroe 
Bookkeeping 
Machine 








MONROE CALCULATING MACHINE COMPANY, ORANGE, NEW JERSEY, U.S.A, 
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Model “S” 


| THFEANY’s heavier, precision . 
construction and Open Adjustable 


SALE AT 
BETTER 
DEALERS 
EVERY WHERE 
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SPEED-O-PRI NT 
/reidesl Unlues in Duplicidors 


Liberator 


Model 200 
$1§450 sn $10 


(Plus Excise Tax) 


registration it's the world’s finest 


duplicator. Features front paper stops, automatic 


release, open cylinder with automatic brush inking 


Liberate. Mode 50 


Postcard (3x5) to menu size (6x9). 
Ideal duplicator for restaurants, 
hotels, drug stores, etc., for repro- 


Reproduces postcard to legal size. 
Features backstop paper weight, 
side guides with 2 posts instead of 





1, to assure accurate registration. 


$9950 pant. i, 


Counter, 
(Plus Excise Tax) 


ducing menus, sale tags, postcards. 


Automatic 
$7950 Counter, $6.50 
(Plus Excise Tax) 


SPEED-O-PRINT CORPORATION 


SPEED-O-PRINT (CANADA) LTD 77 ST. CATHERINE ST 
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Grey or Ebony. Black Finishes 


Liberator Wodel 100 


Features accurate registration and 
automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


$19950 § ry * aan 


(Plus Beat fae ax) 


1801 W. LARCHMONT AVE 
CHICAGO 13, ILLINOIS 


WEST e MONTREAL 


CPR ase te AE RET ALR B Is RIE ap HM Ati. Baar ao i 








u! 





u AT 


7 GET ON THE BAND WAGON! 


COMPARE THESE ADVANTAGES: 


@ “Easy on the Eyes" Green—the world's finest 
for visibility. | 
@ Perforated Film—no glue on hands or machine when | 
using Film Stencils. 


@ No bleeding onto backs; interleaving paper entirely ! 
eliminated. 


@ Will not be injured by hard set inks. 
© Top printing on stencils that can't be rubbed off. 











Furnished in green-blue-white-yellow-black 
With or without top film 


Write today for free samples and our exclusive dealership plan. 


FRANKEL MANUFACTURING COMPANY 


1720 ARAPAHOE STREET DENVER 2, COLORADO 


44 Years of Manufacturing Know-How 
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Model 7171-5, 
one of 10 models “@ 
in the TOPflight line 


World’s fastest 
adding machine keyboard... 
FASTEST because it’s SIMPLEST! 
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SALE... 


¢ 
REMINGTON RAND /OP. aglow MACHINES 


Every small businessman in your area soon will 
face his peak load of figure work. Get set to 

sell him the easy solution to his figure problems 
—a Remington Rand TOPflight Adding Machine. 
Remember, dealers are selling more TOPflight 
Adding Machines than ever before! You, too, can 
get a larger share of profit from this peak 

market. Ask your local Remington Rand Dealer 
Sales Division Representative for complete 
details on TOPflight—the exclusive dealer line. 


ioe 315 Fourth Avenue, New York 10 


Remington Portable Typewriters - Victor Safe and Equipment Products 
TOPflight Adding Machines « Invincible Typewriter and Duplicator Supplies 
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R4S3SE RIBBON & CARBON 
LB MANUFACTURING CO., INC. 


GENERAL OFFICES AND FACTORY ~ - - - HARRISON, N. J. 
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285 Madison Avenue 


PRONTO FILE CORPORATION 


1, N.Y 


New York 








iT ALL ADD 


e Printing Calculators 

e Electric or Hand-Operated 

e Visible Adding Wheels 

e Automatic Ribbon Reverse 

e Automatic Totals 

e Positive Action 

e Rapid Multiplication or Division 

e Electric Automatic Shift and 
Multiply Key 

e Printed Proof 

e Sub-Total Key 

¢ Visible Printing 

e Direct Subtraction 

e One-Position Back Spacer 

e In fact . . . Everything to meet 
all competition 


_ EXCLUSIVE | 
SALES 

| AGENCY 
PLAN! 


UP TO” 0% 


Barrett 


GRAYTONE 


MODEL B-192E Shown Below 


B18—8 Column Hand Operated 
B192—9 Column Hand Operated 


OTHER 
MODELS 


BARRETT ADDING MACHINE DIVISION 


LANSTON MONOTYPE MACHINE COMPANY 
24th at Locust Street Philadelphia 3, Penna. 


& 
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Your way of doing business . . . your business success . . . is instantly 


conveyed by the appointments of your office. Afford those who call upon 
you the distinctively gracious reception of a CRESTLINE Office by 


Security Steel Equipment Corporation of Avenel, New Jersey. 

















SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 




















MUN Lave. 


21 WEST STREET, NEW YORK 6, N. Y. 











TELEPHONE HANOVER 2-5425 
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The Victor Sorter 


...file clerks work faster, more effi- 
ciently with the Victor Sorter. A to Z 
dividers adjust freely to accommo- 
date varying volumes. All steel con- . 
struction in Victor Grey enamel. ~ 
Check or letter size. 








The Viseco “Action” Desk Tray, 


W AY S ... practically hands you your papers. I 


Simple lifting action works every 
time. Heavy sheet steel construction 
T 6) in grey, brown or olive green. Rub- 


ber feet prevent slipping. Stack 
The Victor Recordex 


rigidly to any practical height. 
Tl ME ...a handy, compact visible folder 











for individual or small records. Has 
the time-saving efficiency and signal- 





ing features of larger Victor Visible 
Units. Fits into any regular desk 


2 
drawer or briefcase. 
SAVE | 


The Victor “‘I d Out” Indicator 
M 0 N FY | r “In and Out” In 


.»-@ quick glance at the Victor In 
and Out Indicator tells your recep- 
tionist or switchboard operator who's 
in or out—and at what time he’s 


e 
INCREASE [emeecereneet oa 


0 F Fl @ 3 The Victor Treasure Chest 


eyo ...one hour certified protection from 

fire — withstands heat up to 1700° 
EFF | | EN CY Fahrenheit without damage to 
paper contents. Built like a small 
safe, it protects valuables and 

s 


important documents. In three 
convenient sizes. 





























tamil THE VICTOR SAFE AND EQUIPMENT CO., INC. 
— 


North Tonawanda ° New York 


, ASK YOUR VICTOR DEALER ABOUT THESE TIME-SAVING BUSINESS AIDS! 
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olivetti 14 


FULLY AUTOMATIC 
printing calculator 














We take pride in the reception accorded the OLIVETTI 14 





Printing Calculator by American business, always ready to 


adopt progressive, time-saving methods 


Combining the features of a high-quality calculator ahd a 





high-capacity adding, listing and subtracting machine, together 





with fully Gutomatic operation and accurate printed record 


the OUVETTI 14 answers this demand for greater efficiency 





Request a demonstration under your actual operating conditions 


Sales and service throughout the United States 


Olivetti Otel gelelechecel i) of America excayeive 8. DISTRIBUTOR 


REE reise exerciser 


hy take LESS 
’ when MORE 
costs no more? 


machines 


OLLERS A 


printing 


URY-LITH R 


RC ; 
me for Multilith 





Your duphcating machines can 
turn out jobs as fine as professional 
lithography or printing—when you use 
rollers and blankets of the same 
quality as those used by leading 
lithographers and printers 
Mercury-Lith Rollers and 

Blankets and Mercury-Graph 
Rollers are built to de- 

luxe standards—from the 

same materials used in 

the world’s largest 

multi-colored printing 

and offset presses 

Why take less? 





RAPID ROLLER 


FEDERAL AT 26TH 


CHICAGO 16 Lt 
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REG US PAT OFF 


DUPLICATING PRODUCTS 


. The Famous 
Here’s the reason opera- 


tors prefer TEMPO — TEMPO 

(and dealers get re FILM STENCIL 
peat business.) : Impar- 
tial tests* prove that 
TEMPO—the ORIGINAL Film  stencil—will 
produce better copies than any other stencil, 
regardless of typewriter used for cutting. Try 
TEMPO FILM just once—you'll never be satis- 
fied with any other. 





* Write us for proof. 


TEMPO 500 INK TEMPO Electric DUPLICATOR 








i | 





That“almost unbelievable’ » « « push button control 

high-speed, quick-drying ink! [= e High speed production without waste. 

No offset on wep ey i |) @ Single sheet feeding—no wasted paper. 

paper. Every copy a perfect re- | @ Metered ink control—no wasted ink. 

production. e Automatically jogs copies into even stack. 
antes Ser witelen cheung enmpinns : mao for finer papers. 


line of Tempo Duplicating Supplies. 5 BUILT FOR LIFE-TIME PERFORMANCE 





e®eeeeeveeeeoeveeeeeeeeeeeeeeeeeeeeeveeeeeeeeeeee @ 


MILO HARDING COMPANY 


Established 1904 
432 WEST Pico ROULEVAR'D, L085 ANGELES 15 
317 THIRD AVENUE, PITTSBURGH 22 
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| VICTOR 


HERE’S THE ANSWER to grow- 
ing figure problems. Rugged, 
handsome, compact, precision- 
built, Victor’s large capacity 
Custom Models add, subtract, 
multiply, divide. Automati- 
cally compute credit balance 
—a standard feature. The new 
Custom keyboards are the fast- 
est, least fatiguing ever built. 


Te Coation 


Two Great Models: Full Keyboard or 10 Key 


CUSTOM MODELS TOTAL 
999,999,999.99. Two-tone 
gray-green die-cast case 
covers machine and paper 
roll. Eye-ease toned figure 
keys operate lightly with 
feather touch—“You Can 
Feel the Difference.” Duo- 
control keys for total and sub- 
total, non-add and repeat. 








Victor urges you to act now to meet mounting figure problems. 
Call the Victor Branch or Dealer listed in classified phone book. 
Or write for full information about the Custom Models. 42 basic 
models from which to choose. Only Victor offers a choice of 10-key 
figure problems. Buy large or full keyboard models, electric or hand operated. 


capacity Victor machines. VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
The World’s Largest Exclusive Manufacturers of Adding Machines 


Be prepared for growing 


WHAT IT TAKES 
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Good typing—the kind you can be proud 
of—can’t be expected from run-of-the-mill 
carbon paper, or from any old ribbon. Too 


much depends upon the kind of machine, 
the touch, weights of paper and number of 
copies. (We know! That’s why Columbia 
makes 800 different carbon papers and more 
than 600 inked ribbons.) 


For general office use, there are five 
Columbia brands of carbon paper—Marathon 
—Commander—Silk Gauze—Pinnacle and 
Rainbow. And there are six Columbia rib- 
bons—Marathon—Classic—Rainbow—Silk 











brand names you will find in offices where 
quality standards for typing are highest. 


We're so positive that you'll find Columbia 
products as dependable as an old friend, that 
we make this no-cost-to-you carbon paper 
offer as a convincer. What You Do! Write, 
telling us the make and model of your type- 
writer and the number of carbon copies you 
make at one time. What We Do! We'll send 
a generous sample of the Columbia carbon 


paper best suited to your needs. 
Write right now and get acquainted with 
Columbia. 


COLUMBIA RIBBON & CARBON MFG.CO., Inc. 
Main Office & Factory: 


> \101-1 Herb Hill Road, Glen Cove, L. I., New Yosk 


New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in princi cities 
Consult your local Telephone Classified Directory 


€ 


TYPEWRITER RIBBONS 
AND CARBON PAPERS 
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AMA HANDBOOK OF WAGE AND SALARY 
ADMINISTRATION edited by M. Joseph Doo- 
her & Vivienne Marquis. American Manage- 
ment Assn., New York, pp. 416, $7.50. 


An integrated compilation of the best 
material on wage and salary administra- 
tion that AMA has published, represent- 
ing work of leading authorities in the 
field. It contains new AMA research 
material on wage surveys, union contract 
provisions covering office salary admin- 
istration, job evaluation forms, and an 
up-to-date bibliography. Gives basic 
principles and requirements that must be 
considered at every stage of planning 
and atiministration,. for companies that 
contemplate setting up a formal program 
of wage and salary administration for 
the first time as well as those who wish 
to review and improve their present pro- 
grams in the light of tested modern tech- 
niques. Provides a balanced treatment 
of all the major types of job evaluation 
plans, representing many schools of 
thought, together with case accounts of 
their use and adaptations to meet special 
problems in large and small companies. 


MY JOB CONTEST by Chester E. Evans & La- 
verne N. Laseau. Personnel Psychology, 
Washington, D.C., pp. 292, $2.50. 


Complete description of a contest con- 
ducted by General Motors Corp. to edu- 
cate employees on the benefits of their 
jobs and encourage them to think con- 
structively. At the same time, manage- 
ment learned about employee thinking 


to plan further improvements. Dispels 
the idea that because workers indulge in 
our old American custom to gripe, they 
are ripe for revolution against our gov- 
ernment or free enterprise system. 
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Just think of it! A quieter office for 
only 1244¢ a year. 

A Kil-Klatter typewriter pad costs 
only a dollar and twenty-five cents 
at your stationer or office supply 
dealer. It will last at least ten years 
—and all during that time, it will 
cushion the jar and deaden the noise 
of typing. Yes, for 12%¢ a year, 
Kil-Klatter is a good buy! 


@ Made from genuine long-life 
OZITE felt. 


@ Dent-proof and skid-proof. 
@ Fit many other office 
$ 25 machines, too. 


AT YOUR STATIONER OR OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 


Dept. T11, Merchandise Mart, Chicago 54, Ill. 


KIL: RIATTER 


Ve eS 


THE SCIENTIFIC TYPEWRITER PAD 














How to get 
G00 records per nour 








150 checks per hour 150 punched-card 


records of payments 
150 journal entries ; (when desired) 











150 ledgers posted 

















Amazing new speed and clerical savings 
FOR YOUR PAYROLL AND ACCOUNTS PAYABLE 


Free booklet SN-751 tells how they profit from this new 
continuous-form method at The Amalgamated Life Insur- 
ance Co. of New York City. See how much clerical time 
you can save—with or without the Synchro-Matic feature 
which provides punched cards for automatic distribution 
and analyses of payments. Ask your local representative, or 
write to Management Controls Reference Library, Room 
1628, 315 Fourth Ave., New York 10, N. Y. 


call Mfemington. Fan. 
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U. S. Industry Can Win 
On Home and War Fronts 


CLAUDE A. PUTNAM 


Chairman of the Board, National Association of Manufacturers. 
President, Markem Machine Co., Keene, N. H. 


the uncertainties confronting us to- 

day. It is this: America’s survival 
and the survival of free men everywhere 
depends, not only on diplomacy or the 
size of our armies, but also on our in- 
dustrial productivity. The struggle with 
Communism can be won only by step- 
ping up our industrial production to 
levels which will tax all our ingenuity 
and resources to attain. We will triumph 
only if we produce both military hard- 
ware and civilian goods in quantities far 
exceeding our past output. 

This too is clear: Our struggle for 
survival will continue over a long period 
of years. Hence we must husband our 
resources— men and materials— and 
avoid their profligate expenditure as in 
previous wars. Making an allout effort, 
we must guard against wearing out men 
or machines or exhausting our resources, 
remembering this is a longterm conflict 
which ultimately will be won by the 
side with the best “staying” power. 

In previous wars it has been possible 
to curtail civilian production to put men 
and machines at work producing the 
implements of war. But to follow such 
a course in the present situation would 
be to sacrifice one of our most potent 
psychological weapons — the vastly 
higher standard of living our free com- 
petitive society has provided. Thus any 
realistic appraisal of the situation con- 
firms that our total industrial output 
must be increased enormously to pro- 
vide the vast quantities of military 
goods needed by ourselves and our 
friends overseas and, at the same time, 
keep civilian goods flowing from our 
factories at rates as near as possible to 


(Jie clear fact stands out amid all 
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the present phenomenally high levels. 

This imposes on American industry a 
stupendous task. It also puts on in- 
dustry an awesome responsibility. For 
on industry, more than on any other 
segment of our economy, rests the re- 
sponsibility for the survival of Amer- 
ican life and the whole concept of men 
living as free individuals. How does 
industry propose to discharge this re- 
sponsibility? Will industry be able to 
do the job? 

In nine months, as the NAM’s presi- 
dent, I have traveled close to 50,000 
miles and talked with hundreds of the 
men who manage the most productive 
industrial economy the world has ever 
known. Thus I think I can speak with 
some assurance as to industry’s keen 
consciousness of responsibility and its 
confidence that it can do the job. Obvi- 
ously, industry will be dependent on 
government to maintain conditions 
favorable to efficient production and to 
determine what kinds and quantities of 
military supplies will be needed. Gov- 
ernmental ineptitude in either sphere 
could so hamper and handicap industry 
that it would be unable to produce on 
the scale which will be necessary. 

Businessmen know that our economic 
system, for all its robust vigor, flexi- 
bility and almost incredible produc- 
tivity, is a delicately balanced system 
which can be thrown out of kilter by 
manmade regulations which interfere 
with the proper working of economic 
forces. But bureaucrats fail to recog- 
nize that, or if they do, often are so 
concerned: with advancing some pet 
scheme that they overlook the damage 
they do when they promulgate unwise 
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controls. Herein lies the one great 
danger we must avoid at all costs. In 
periods of stress, governmental controls 
over industry and business can be made 
to appear necessary and in the public 
interest, whereas in fact they may so 
seriously interfere with production and 
distribution as to cause great hardship 
and waste of effort. 

Industry recognizes that some tempo- 
rary controls may be found necessary, 
and will cooperate in advocating and 
drafting such measures. But it is 
anxious to avoid the mistakes of World 
War II, when the government rushed 
through so many ill-advised controls 
over our economy that production suf- 
fered, shortages were rampant, and only 
the courage and resourcefulness of the 
American people carried us through. 

Industry is determined that in the 
longterm struggle in which America and 
the free world are now engaged against 
Communist aggression, we shall avoid 
a repetition of those mistakes. It wants 


to do the job assigned to it—that of 
turning out everything the military 
wants and everything civilians really 
need—and do it efficiently and with a 
minimum of lost motion. 

Our whole way of life, our instiiu- 
tions, our convictions and ideals—every- 
thing free men live by—are being chal- 
lenged. No one can say with certainty 
what the future holds, or how great 
will be the tests to which we are put. 
But this we know: Our way of life has 
created a material and spiritual well- 
being for men which is unknown un- 
der any of the social or economic sys- 
tems with which mankind has experi- 
mented, and there is no reason to doubt 
it will survive this latest challenge. 

American industry will do its part. 
Technological advances, maturing em- 
ployer-employee relations, and the enor- 
mous inerease in productive capacity 
since World War II days, are hard 
facts justifying the assurance that in- 


‘dustry can and will do its job. 


Emergency in Our Times 
Has Now Become Normal 


T. COLEMAN ANDREWS 


President, American Institute of Accountants. 
T. Coleman Andrews & Co., Richmond, Va. 


century we are faced with a situa- 
tion that has been termed “emer- 
gency.” 
the obvious task of doing something 


A. this midpoint of the twentieth 


And we are confronted with 


about it. Emergency, however, is a 
loose term. It suggests imbalance, a 
sense of urgency, a temporary condi- 
tion. Unfortunately, the present situa- 
tion may be with us for years to come. 
We must take a hard look at this situa- 
tion and see exactly how it is reflected 
in the business community. 

The first and most readily apparent 
symptom is shortage—shortage of the 
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two basic elements of business life: men 
and materials. A second symptom is an 
increased demand for the things pro- 
duced with these searce items. 

The office, nerve center of the busi- 
ness anatomy, will feel the impact of 
this emergency in many different ways. 
It will find edsts rising to new highs; 
inexperienced personnel turning out 
less work; more time being consumed 
in transportation; government contracts 
requiring renegotiation; increased pa- 
perwork necessitating better filing sys- 
tems; government taking a fatter slice 
of income. These are some of the symp- 
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toms ot emergency in business. The 
next chore is to prescribe measures to 
meet this condition we have diagnosed 
as emergency. 

In a word, the prescription is “effi- 
ciency.” But again we have a term that 
is all things to all men. To narrow our 
definition, we can say that business 
efficiency is the use of labor and mate- 
rial with a minimum of waste. 

In the office this efficiency can mean 
improved mechanical equipment to re- 
duce the manhours required for a job; 
new systems to cut down on duplica- 
tion and wasted effort; accelerated 
training programs. It must mean imagi- 
nation, initiative and industry. 

The office manager, of course, cannot 


solve all of his problems without assist- 
ance. Business efficiency as needed to- 
day demands a pooling of knowledge 
and skills. This means that all of us 
have a job to do. As certified public 
accountants, we recognize our responsi- 
bility to aid business with systems, pro- 
cedures, advice, and other aspects with- 
in our province. We will welcome every 
chance to discharge that responsibility. 

With half of the century now filed 
under “history,” it looks as though the 
emergency has become normal. It looks 
as though we have a pretty big job on 
our hands. But with the combined re- 
sources, ability and knowledge of the 
most efficient business operation in the 
world, the job will be done. 


By Offices in 1951 


E. H. CONARROE 
Vice President, Office Management Division, 
American Management Association. 
Associate Manager, Policyholders Service Bureau, 
Metropolitan Life Insurance Co., New York. 

















still have pretty actively in mind 
the problems with which they had 
to deal in operating under a wartime 
economy. They can recall quite vividly 
what wartime shortages and govern- 


Mes present-day office executives 


mental regulations and _ restrictions 
meant in the way of managerial head- 
aches. It has not really been so long since 
the stories were going around about 
the selection of office workers through 
the searching for a faint sign of a 
pulse or asking the candidate to dis- 
tinguish between a typewriter and a 
washing machine and the innumerable 
legends stemming from the layout prob- 
lems of the Pentagon Building. Actu- 
‘ally, it was not so long ago that we 
were rescheduling lunch hours so that 
two secretaries could use the same type- 
writer and were duplicating office memo- 
randums on the backs of old bill forms 
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or order blanks in the interest of con- 
serving paper. Necessity certainly 
mothered a lot of invention in those 
days. Some of the economies and sim- 
plifications inaugurated through expedi- 
ency have carried right through to the 
present—others were quickly discarded 
as soon as the emergency was past, un- 
wisely so in many instances, I am 
afraid. 

Well, here we are on the brink of 
1951 and the $64 question in the mind 
of every office executive is, “What will 
the office management picture be?” Can 
we expect again to operate under war- 
time emergency conditions—shortages 
of personnel, governmental controls on 
equipment, materials, salary, scales, 
ete. I am afraid that’s a rather aca- 
demic question by now—we are already 
well into a program of national defense 
and mobilization that has begun to have 
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its effect in the office as well as in the 
shop. At the present writing it would 
seem that the emergency will not be as 
intensified nor the limitations and short- 
ages so severe as in the early 40’s but, 
on the other hand, it looks like a more 
protracted session. The office executive 
will probably be well advised to plan 
accordingly. 

Getting down more specifically to 
cases, let me discuss briefly just a few 
of the management factors and develop- 
ments that I think the office executive is 
going to have to deal with this year. 
There are many others, of course. 

Business has been going through a 
stage of physical decentralization in re- 
cent years. This has involved both a 
movement from the large highly con- 
centrated centers to smaller communi- 
ties, as well as a movement from the 
city to the suburbs. It seems reason- 
able to expect that the current emer- 
gency conditions, with the potential 
threat of air raids, sabotage, ete., will 
tend to accelerate this trend. In addi- 
tion to all the other factors, I think 


many companies have come to the con- 
clusion that too large a concentration 
of operations at one location is un- 


economical. There is a point of di- 
minishing returns where volume opera- 
tions do not permit equivalent econo- 
mies. This applies to the operations of 
the office just as much as to the factory. 
The problem is to determine the point 
of most efficient operation. 

To a degree, of course, this decision 
is not always made for office operations 
separately. Very often the degree of 
office centralization or decentralization 
is influenced by the manner in which 
production or sales activities are or- 
ganized. It seems to me, however, that 
there is a tendency to delegate increas- 
ing authority and additional administra- 
tive responsibilities to branch offices. In 
a sense they are tending to become sub- 
centers of clerical operations. In this 
connection I was interested in a point 
brought out during one of the office 
management seminars conducted by the 
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American Management Association in 
connection with its recent office manage- 
ment conference in New York. In a 
diseussion of branch office operations it 
developed that there were two distinct 
plans of organization in effect in the 
twenty companies represented in the 
group. Under one set-up all activities 
of the branch, sales and otherwise, 
come under the authority of a branch 
manager with a branch office manager 
definitely subordinate to him. Under 
the other plan a segregation is made 
between sales and administrative fune- 
tions with a branch sales manager and 
a branch office manager heading each 
on an independent and equal basis, 
each responsible to a functional superior 
at headquarters. Each plan of organi- 
zation had its ardent advocates. With 
the growing trend to decentralize cleri- 
cal operations, the question of branch 
office organization may come in for 
more serious attention. 


Because of lessened manpower, na- 
tional mobilization is bound to present 
many varieties of personnel problems 
to the office executive during the com- 
ing year. At the same time emergency 
conditions may provide an opportunity 
to inaugurate certain innovations on 
which it has not been possible to get 
exeentive approval previously. A good 
illustration of this is the impetus given 
to job evaluation programs during 
World War II. Many companies 
adopted job evaluation together with 
a formal salary schedule as a means 
of operating within the restrictions of 
the wartime salary freeze. In most 
cases the plans so established have per- 
sisted and proved advantageous. I think 
1951 will see a widening interest in the 
application of job evaluation. There 
appears to be a tendency to broaden 
the scope of existing plans so as to ap- 
ply job evaluation techniques to many 
of the higher supervisory and executive 
positions previously excluded. I think 
this tendency will grow among progres- 
sive companies. 

Company testing and training pro- 
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grams will necessarily be affected by 
manpower mobilization. We can expect 
to see less emphasis put on testing for 
employment (the faint sign of a pulse 
technique will again begin to assert 
itself). At the same ‘time rapid per- 
sonnel turnover and expanding opera 
tions are going to intensify the need 
for promotable material, particularly to 
supervisory positions. I think, there- 
fore, that we will see increasing use 
of tests being made in connection with 
the location and placement of those 
with promotion possibilities. 

This same situation is going to call 
for a modification of training programs. 
Short intensive programs that will pro- 
duce results in quick order are likely 
to replace some of the more comprehen- 
sive plans that have been in effect in 
recent years. I can visualize some ver- 
sion of the Training Within Industry 
technique again coming into general use. 
Written manuals also will receive in- 
creased attention as a training aid. 

If it has done nothing else, the threat 
of the atom bomb has served to make 
management records-conscious. The 
matter of proper housing and safe- 
guarding vital records is being widely 
investigated and discussed. Microfilm 
equipment is developing some of the 
glamour and general interest that has 
applied to family television sets. Al- 


though some of this activity may be of 
the “scare” variety and can be expected 
to moderate, I think the growimg in- 
terest in records management 1s a nor- 
mal development and will continue. 
Moreover, I think it is a very healthy 
development. One result should be an 
increasing awareness on the part of 
many companies that the multiplicity 
of records developed in the course of 
the operation of the business have dif- 
ferent values with respect to their fu- 
ture reference and ultimate disposition. 
If this increased emphasis on records 
matters does nothing more than bring 
about an analysis and classification of 
records from these standpoints it will 
have served a purpose. I think we can 
expect to see many companies adopting 
formal record retention and destruction 
schedules with increased efficiency and 
economy in office operations resulting. 

As stated previously, I have at- 
tempted to touch on only a few of the 
significant developments in the opera- 
tions of our offices that we can look for 
during the coming year. National mobi- 
lization will place heavy demands on 
business generally.. Top management 
will be looking to the office to provide 
the facts on which important decisions 
must be based. This presents an oppor- 
tunity and a challenge to office execu- 
tives that we must prepare to accept. 


Prepare to Overcome 
Shortages of Office Help 


FRANK L. ROWLAND 


Executive Secretary, Life Office Management Association. 


an allout war, 1951 and the fore- 
seeable future will find the office 
manager focusing his attention on two 
major problems both of which have 
been with him during the past decade. 


RR tas stout wa of the imminence of 
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First and most important will be his 
struggle to maintain a staff of reason- 
ably skilled workers—and in many in- 
dustries, meet the requirement of ex- 
pansion. Secondly, he will be called 
upon to keep office costs within reason- 
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able bounds. Volumes have been written 
on both these subjects and they reflect 
the theme of most conferences on office 
management in recent years. However, 
there is every indication that private 
industry will soon be confronted with 
a critical personnel situation when dras- 
tic action will be forced upon us. Let 
us realistically view the facts as they 
present themselves during these early 
days of 1951: 

1. What statistics are available indi- 
cate that in an expanding economy the 
demand for office workers increases 
more rapidly than for production work- 
ers. 
2. There will be a continuing increase 
in the need for office workers in every 
phase of the defense effort and all gov- 
ernment agencies, local, State and Fed- 
eral. 

3. The low marriage and consequent 
birth rate during the early thirties has 
. ereated a dearth of potential office 
workers today. This will continue for 
four or five years until the more nor- 
mal baby crop of the late thirties come 
into the market as office workers. 

4. Prosperity and a high standard of 
living, if it continues, will further ac- 
centuate our problem of recruiting and 
maintaining a staff of office workers. 
Girls are marrying younger and in 
greater numbers. More of them can 
afford to seek higher education, thus 
delaying by four years a_ business 
career. 

5. When a growing demand confronts 
a limited or decreasing supply, com- 

petition takes over. Unless the govern- 
‘ment steps in, wages will continue to 
mount and production per worker will 
probably decrease. 

This is not an encouraging situation 
for the office manager to contemplate. 
However, as is always the case when 
adversity confronts us, some will meet 
it with reasonable success while others 
flounder. 


It is easier to envision problems 
ahead than to suggest solutions. Ob- 
viously, we must do everything within 
reason to retain our present staff. This 
means meeting the competitive wage 
scales, maintaining a congenial work 
environment, providing skilled super- 
vision, etc., etc. Many companies will 
be forced to resort to two-shift opera- 
tions and part-time help. Where this 
experiment has been tried, it has 
worked out very well. Recruitment 
officers have always been surprised to 
find the large number of qualified 
women anxious to obtain part-time em- 
ployment or work a second shift. They 
are to be found among the ranks of 
students, married women without chil- 
dren, married women with children of 
advanced school age, and married 
women whose husbands work a second 
shift. It probably will be found that 
most applicants have had previous office 
experience. The “night shift,” usually 
from 6:00 to 11:30 P.M. with a half- 
hour for supper, requires skilled super- 
vision. However, it does enable the 
company to utilize otherwise idle facili- 
ties, building, machinery, desks, ete. 
These people are usually employed on 
a temporary basis not being eligible to 
all the “benefits” granted permanent 
workers. 

Skilled professional training can help 
us increase the production of clerical 
workers. Supervisory training can help 
us manage our manpower in a more 
effective manner. 

To an increasing degree, we should 
cement our contacts with high schools 
and other sources of recruitment. This 
implies selling yourself, your company 
and its job opportunities to the school 
faculties. We are definitely faced with 
a sellers’ market in the foreseeable fu- 
ture, so it becomes the office manager 
to develop all the devices of salesman- 
ship if he is to successfully compete for 
the limited supply of office manpower. 
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The Accountant's Role 
In Our Nation’s Defense 


WILLIAM B. McCLOSKEY 
President, National Association of Cost Accountants. 
Controller, Davidson Chemical Corp., Baltimore. 


lems for all of us in both our 

business and personal lives. There 
has probably been no period in our 
country’s history like today when the 
contributions which the accountant in 
industry can make are of such vital 
importance to the progress of our com- 
merce and industry and of our national 
economy. With international tension 
growing day by day and with the steady 
acceleration of our national defense 
program in preparation for any even- 
tuality, we suddenly realize that things 
may never be quite the same for us as 
individuals, as corporations or as gov- 
ernment. Industrial accountants also 
realize that a changing economic pic- 
ture imposes on them the necessity of 
their promptly and correctly appraising 
the effects of these altered conditions on 
our individual businesses. 

The great “pinch” is already under 
way. Industrial costs are rising rapidly 
due to the scarcity and increased costs 
of raw materials. Indicated demand 
upon industry for a new round of wage 
inereases portends additional increases 
in industrial costs. With more arms 
output required, civilian production in 
many lines will be cut back while de- 
mand is still high and, as a result, fur- 
ther rises in business and living costs 
may be anticipated. As those controls 
which are on the immediate horizon be- 
come effective—allocation of scarce ma- 
terials, inventory control and price con- 
trol—failure to properly appraise their 
probable effects may place many busi- 
nesses in a position of disadvantage. 

In the months that lie ahead, indus- 
try will rely heavily on the trained 


P= year ahead poses many prob- 
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industrial accountant if conversion to 
an emergency economy is to be accom- 
plished speedily. During the last war 
great economies in the production of 
war materials were achieved through 
the constant vigilant efforts of industry 
to find ways and means of reducing 
costs. As a result billions of dollars 
were saved for the government and for 
the American taxpayer. The contribu- 
tion of the industrial aecountant to this 
effort was one of major importance. 

Today, industrial accountants are 
busily interpreting and adapting their 
cost-finding techniques to an economy 
which reflects the impact of an expand- 
ing national defense program. The new 
problems facing them present an im- 
posing challenge which the experience 
gained during the tremendous industrial 
expansion required by World War II 
and the techniques and information im- 
parted to them by such organizations as 
the National Association of Cost <Ac- 
countants, will enable accountants 
throughout industry to meet, and to 
once again prove their mettle. 

The industrial accountant also has a 
vital role in finding the costs of making 
and supplying civilian goods and the 
various services rendered to the public 
by commercial enterprises. He is con- 
cerned with efforts to find ways and 
means of reducing the costs cf these 
goods and services so that the ultimate 
prices paid by consumers can be low- 
ered or so that the price line may 
possibly be held. 

It is indeed proper at this time to 
also analyze our duties and responsibili- 
ties as citizens. To be of greatest serv- 
ice to our country at its time of greatest 

















peril, we must first determine where we 
can best serve. In the field of account- 
ing, mobilization of our manpower re- 
sources will increasingly require release 
of men to essential war service. A great 
number of our trained accountants are 
young veterans, possessing skills re- 
quired by the military services. Many 
of them are reservists and national 
guardsmen whose positions in industry 
are still somewhat untenable due to un- 
certainty as to their status, whether 
organized or inactive in the military 
reserve program. It must, therefore, be 
determined just how far accounting in 
industry may be stripped down so that 
men may be released to military service 
and to the production line. Every ac- 
tivity that is not absolutely essential 
should be pared to the bone, to this 
end. A continuous screening process 
should be instituted so that all person- 
nel may be classified as to their current 
military status and usable non-military 
skills. 

Once we establish our responsibilities 
as citizens, the pattern is set for maxi- 


mum performance of our duties in our 


present job. Accountants must use to 
the maximum their specialized training 
in costs, finance and economics, apply- 
ing it to the intricacies of production, 
whether it be armaments or consumer 
goods or services, and to the solution 
of problems relating to finance, taxes 
and controls. 

During the year ahead the manage- 
ment of the National Association of 
Cost Accountants will continue to keep 
its membership abreast of changing 
conditions to recognize the new oppor- 
tunities that exist for service to busi- 
ness enterprise. The propagation of 
sound cost principles and controls gen- 
erated by association activities will pro- 
vide a fund of knowledge on which 
industry can draw in developing both 
its armament and civilian goods pro- 
duction programs. NACA’s chapter and 
regional conference programs and tech- 
nieal publications have been tailored to 
furnish the very latest information on 
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techniques and practices, significant 
trends and other developments within 
the scope of the accountant’s interests. 

The increased stature and importance 
of the various office functions has made 
strong a number of national associa- 
tions representative of different groups 
performing these functions and whose 
interests and activities frequently over- 
lap. During this emergency transition 
period in which we find ourselves, each 
and every member of a professional or 
educational association in the business 
world owes it to himself to participate 
fully in the activities of his association 
and to take advantage of the many 
services offered, in the interest of his 
own improvement in enlarging his scope 
of knowledge and his sphere of influ- 
ence to the greatest possible extent. 

The National Association of Cost 
Accountants provides many services for 
its 27,000 members in attaining its ob- 
jectives—in helping business firms, par- 
ticularly manufacturers, in developing 
up-to-date methods of computing the 
costs of their products. One of these 
services is a series of four or five re- 
gional cost conferences and one inter- 
national cost conference held each year 
to enable members to get together for 
practical down-to-earth discussions on 
current business problems. Thus does 
the accountant broaden his technical 
knowledge by learning about the latest 
techniques and experience relating to 
his task, relayed to him by prominent 
businessmen and outstanding account- 
ants. 


Another service is provided by the 
NACA Bulletin, a monthly publication 
containing articles on specific acccunt- 
ing problems, and on industrial and 
procedural case studies in accounting 
and related fields. The association also 
maintains a research staff which con- 
tinually studies industrial aecounting 
problems and methods, reports of which 
are distributed to the membership. An 
extensive library of accounting litera- 
ture, a question and answer service and 
an employment service are all part of 
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its service to members. 

Perhaps NACA’s most important 
service is provided through its 106 
chapters, all located in prime industrial 
communities. These local groups, con- 
ducting their own affairs under general 
rules of operation established by the 
national headquarters, provide for mem- 
bers resident within their designated 
areas a series of monthly technical 
meetings, discussions forum program, 
visits to industrial plants, social affairs, 
a monthly newsletter, and opportunities 
to participate in the many special ac- 


tivities of the chapter. 

As we are confronted with grave and 
complex problems, the material and in 
formation received and the personal 
contacts made through affiliation with 
NACA, and other professional and edu- 
‘ational associations of similar caliber, 
should aid tremendously in their solu- 
tion. It may well be that the effective 
solution of these very problems will 
contribute to the survival of industrial 
and individual freedom beyond the 
period of necessity for regimentation 
and economic controls. 


English OMA Promotes 
Practical Management 


A. BRADLEY 


Chairman, Office Management Association, London, England. 
Head, Administration Dept., Ford Motor Co., Ltd., 


Dagenham, England. 


HE technique of office management 

has developed in the last two dee- 

ades so much that it has come to be 
regarded as a science comprising many 
branches, on which specialists have con- 
tributed innumerable articles covering 
the training of office personnel, office 
methods, job evaluation, grading of em- 
ployees, design and layout of offices, 
office machines, the need for the or- 
ganization and methods specialist, and 
so on. Accelerated production arising 
from improved methods and machinery, 
the necessity of speeding operations and 
reducing costs have also proved impor- 
tant stimulants in the development of 
office techniques. It is not the purpose 
of this article to discuss the particular 
in the fields mentioned because numer- 
ous small firms throughout the country 
may find only limited scope for the em- 
ployment of specialists. 

The Office Management Association 
has eontributed several papers and ar- 
‘anged conferences on many aspects 
and problems of office management. 
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Some of these were reviewed at its re- 
cent conference in Bournemouth. How- 
ever, in pursuing major objectives the 
tendency arises to overlook or disregard 
many of the points of detail in office 
routine, which affect firms large and 
small. Many of the latter invest the 
duties and responsibilities of office man- 
ager in the company’s secretary, and the 
latter is, of course, responsible to his 
directors for efficient administration. 
Unfortunately, lack of attention to seem- 
ingly minor details may affect the repu- 
tation of a firm. In large concerns 
where specialists or an internal audit 
staff can be employed profitably, it is 
no doubt easy to maintain a check on 
operational details. The purpose of this 
article is to pose a number of questions 
which, if answered by the secretary or 
office manager or even the general man- 
ager or director, may enable him to 
judge whether his organization is attain- 
ing maximum efficiency. Let us com- 
mence with: 
(Continued on page 150) 
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OFFIGE EXECUTIVES REPORT 


New York, N. Y. 


It is an absolute requirement that 
supervisors fulfill their responsibilities as 
supervisors in the days ahead. This re- 
quires the best and most complete super- 
visory training that management can 
provide. We cannot expect good results 
unless we have effective supervision. 
Every supervisor is a teacher and must 
live up to all of the requirements of that 
responsibility. It is management’s re- 
sponsibility to see that the supervisor 
knows how to teach. Supervisors must 
have complete knowledge of their re- 
sponsibilities and of the work, and skill 
in leadership, training, planning and re- 
search, production, cost control. 

Supervisors must develop teamwork, 
give credit where credit is due, see that 
high morale is maintained, and that en- 
thusiasm prevails in each office organiza- 
tion. It is necessary that companies be 
certain that their supervisory employees 
are properly trained. One approach to a 
training method is a supervisors’ confer- 
ence in which the important knowledge 
and skill requirements for effective sup- 
ervision should be discussed in detail. 

A supervisors’ conference program 
should have the following objectives: 
Personal development, good human rela- 
tions, knowledge of company operations, 
technical methods. If this training pro- 
gram is a success, it will: 

1. Increase the supervisors knowledge 
through the information they ac- 
quire and orient them to the man- 
agement side of business. 

. Result, in some instances, in chang- 
ed attitudes towards themselves, 
their jobs and the company by de- 
veloping the self confidence that 
comes with knowledge. 


3. Develop new habits by teaching 
sound working habits and placing 
at their disposal the most effective 
methods and procedures and to cre- 
ate a real desire for improvement 
in work and methods wherever pos- 
sible. 

. Teach new skills which can be used 
in their own work or applied to the 
work under their supervision. 

Present conditions require more than 

ever that all of the points of good super- 
vision are carried out by supervisors. 
They must be certain that quality of 
work is maintained and that proper 
planning and scheduling of work is per- 
formed.—C. M. SKADE, Assistant Con- 
troller, 8. H. Kress & Co. 


Los Angeles, Calif. 


In view of the fact that we manufac- 
ture only military aircraft and guided 
missiles, we will continue to carry on 
our regular business, but on a larger 
seale. Furthermore, being in this type 
of business we were probably a little 
more on the alert than manufacturers of 
civilian goods. Quite some time ago we 
ordered new and more office machines 
and equipment. Most of it has been re- 
ceived, or will be received in the near 
future. 

The hiring of additional office workers 
has been orderly and gradual, presenting 
no problem. Defense jobs, with their 
overtime potential, are usually more at- 
tractive than non-essential clerical jobs 
and we have had a sufficient supply of 
applicants. These new employees are, in 
most instances, trained right on the job. 

All of us are working a little harder, 
carrying a heavier load. Some of our 
offices are on a 48-hour week, and others 
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ON THEIR DEFENSE PLANNING 


will adopt it if and when deemed neces- 
sary. That 48 hours is accomplished in 
five days at the rate of 9.6 hours per 
day. Most of our people prefer it as it 
leaves Saturdays and Sundays free. 

We feel that our business records are 
pretty well protected due to dispersal of 
our plants over a fairly wide area, plus 
storage of copies of all our basic records 
in another part of the United States. In 
addition to this, however, we are study- 
ing a possible expansion of our microfilm 
activities —J. J. O'DONNELL, Manage- 
ment Control, North American Aviation, 
Ine. 


Chicago, Ill. 


The shortages of critical materials such 
as steel, cooper, zinc, etc., has been re- 
flected in a drastic increase in delivery 
dates on most office equipment. Many 
firms, including ours, have attempted to 
anticipate their needs and placed orders 
for additional units of standard office 
equipment such as typewriters, files, etc., 
and perhaps by this means have created 
a fictitious shortage of such items. 

The short labor market in office help 
-and the increasingly competitive nature 
of most industry has caused us to stream- 
line and standardize our office operations 
and equipment. We are anticipating a 
defense program by acquiring methods 
and systems experts both in accounting 
procedures and general office operations. 
—D. E. HOAG, Office Manager, Zenith 
Radio Corp. 


Philadelphia, Pa. 


Our preparations in anticipation of 
possible enemy action have been aimed 
primarily at the preservation of records 
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and securities. We are at present en- 
gaged in outlining the procedure involv- 
ing the duplication by microfilming, or 
otherwise, of all records of primary im- 
portance and the storage thereof outside 
the metropolitan area. This would, of 
course, be a continuing operation and 
enable us to reconstruct from films and 
duplications all essential records of the 
company. 

Plans are also being made to provide 
stordge space in our vaults for records 
not adaptable to duplication. Of pri- 
mary importance is the safeguarding of 
securities, and we are assured that our 
vaults will offer more than adequate pro- 
tection in the event of bombing.—E. F. 
JAMES, Controller, Fidelity-Philadelphia 
Trust Co. 


Portland, Ore. 


Up to this moment our major prepared- 
ness efforts have been in the personnel 
field in which we have recently set up 
an extensive job evaluation program with 
the assistance of a New York firm of 
experts. We feel that this program will 
be invaluable in the event we are again 


faced with wage controls. In addition 
to this personnel activity, we are giving 
special attention to the selection and 
training of individuals to fill essential 
positions which appear most likely to be 
vacated as the result of employees enter- 
ing military service. Wherever possible, 
such positions are being filled by persons 
who are not likely to be called into mili- 
tary service. In furtherance of this same 
program, many of our junior positions 
which were filled by women during World 
War IT who were subsequently replaced 
by male employees, are again being filled 
by women. In order to be currently and 











completely informed of our potential loss 
of employees to military service, we 
maintain punch ecard records of the mili- 
tary status of each employee on our 
staff. 

Our thinking in regard to the purchas- 
ing of office machines and equipment 
which are readily available in normal 
times, has been changed from a com- 
paratively short range viewpoint to a 
long range viewpoint, to the end that 
we will be prepared ‘for the shortages 
that are likely to develop. 

While we have not yet taken any defi- 
nite steps to provide more adequate pro- 
tection for our records in the event of 
enemy action, we are giving immediate 
consideration of the study of this prob- 
lem and anticipate that changes in our 
record keeping and storage procedures 
will be placed into effect as soon as the 
necessary arrangements can be worked 
out.—OSCAR H. KELLER, Vice Presi- 
dent and Cashier, First National Bank 
of Portland. 


Minneapolis, Minn. 


We have tried to strengthen our office 
procedures and staff by as complete a 
mechanization of clerical functions as 
we deem to be feasible. Not only have 
we mechanized more of our accounting 
functions, but we have also replaced 
outmoded equipment with the most 
modern available. More and more of our 
accounting work is being performed on 
tabulating equipment and only the limi- 
tation of space is preventing further 
moves along this line. The space factor 
has been our greatest problem in that 
we attempt to give preference to manu- 
facturing facilities in this time of high 
productivity. It is a problem that we 
have not yet satisfactorily solved. 

As to manpower, we have initiated a 
very satisfactory training program for 
our accounting personnel—in particular 
with reference to men. We have estab- 
lished a definite program of routing our 
men through the various factory depart- 
ments, this program being tied into cost 
accounting functions within the plant, 
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such as timekeeping, counting of parts, 
etc. We will bring no new man into 
the accounting department without first 
exposing him to this factory program.— 
P. H. WERNICKE, Controller, Min- 
neapolis-Honeywell Regulator Co. 


Providence, R. I. 


Immediately following the end of 
World War II, the State Controller’s 
Office inaugurated a long range program 
of equipment replacement in each sec- 
tion of our office which was substantially 
completed in 1950. Thus, we face the 
exigencies of the national defense 
emergency in a state of complete pre- 
paredness with new office machines and 
new office furniture. At least for some 
time to come, we need not be concerned 
about shortages in these important tools 
of the office!—CHARLES W. HILL, As- 
sistant Controller, State of Rhode Island. 


St. Louis, Mo. 


The preparedness program has not at- 


tained sufficient momentum to greatly 


affect our office work as yet. However, 
we realize that it undoubtedly will both 
directly and indirectly affect us, but un- 
der our present program our policy has 
been that of watching and waiting to 
see what Washington is planning on 
doing. We certainly agree that office 
management learned from the last war 
and should profit from the experience, 
that is, that it will be necessary for us 
to keep new records and also make 
numerous reports in addition to our 
present schedule of activity. — 8. S. 
ANDREWS, Office Manager, Wagner 
Electrie Corp. 


Newark, N. J. 


Up to this point we have made very 
few changes in our procedures or sys- 
tems in anticipation of difficulties that 
may be experienced because of the 
present international situation. We are 
considering strongly the microfilming of 
certain basie records and storing the 
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films in the outside vaults. We do know 
that if and when defense contracts reach 
a more sizable volume we undoubtedly 
will lose personnel, however, rather than 
overstaff at the moment to _ protect 
against the above contingency, we are 
trying to make our people so well satis- 
fied that the number who leave for de- 
fense positions will be in the minority.— 
H. W. HORNE, Controller, Kresge-New- 
ark, Ine. 


Boston, Mass. 


The part that this organization played 
during the last war in safeguarding in- 
dustry against fire and other hazards 
has been generally recognized. The or- 
ganization stands ready to repeat its 
performance, 

In office planning, I believe we are 
well ahead of our position before the 
last war. Plans are under way for con- 
servation of personnel and replacement, 
where possible, of men by women. A 
long range program has been initiated to 
get the most out of our equipment dur- 
ing the years to come. Of course, we 
are continually trying to perform more 
jobs with our machines. A records sur- 
vey, now under way, is a concrete ex- 
ample. In the course of this study, we 
expect to apply machine methods to a 
great number of records now being kept, 
and as well, to conserve space and elimi- 
nate handling.—W. E. ZIERGIEBEL, As- 
sistant Treasurer, Factory Mutual Engi- 
neering Division. 


San Diego, Calif. 


We have lost one of our office em- 
ployees to the aircraft industry, but at 
the present we do not contemplate any 
wholesale change. The present war 
situation is different from the last war 
in that it is more or less uncertain when 
the war will end and what will be re- 
quired, and it is our opinion that office 
employees will be more hesitant about 
changing from one position to another, 
because of the uncertainty of employ- 
ment in war industries. So far as we 
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ean see, this condition will prevail 


throughout the early part at least of 
1951.—A. L. HANSON, Whitney’s. 


Cleveland, Ohio 


When World War II ended we, like so 
many other companies, were behind in 
our office equipment modernization and 
replacement, but we had learned where 
our weaknesses were when paper volume 
became heavy. To improve our office 
efficiency, we established and carried out 
the following program: 

1, A comprehensive review of our office 
equipment, and a survey of all new 
types, resulting in standardization 
and modernization of equipment 
wherever such was indicated. 

2. A study of systems and flow of 
paperwork throughout all of our 
offices, and the adoption of better 
ways of handling paperwork. 

A complete study of all forms used 
throughout the organization, and 
elimination or simplification and 
combination of forms whenever pos- 
sible. 

An all inclusive review of every 
report resulting in the elimination 
of useless reports, elimination of ex- 
cess copies, and improvement and 
clarification of the reports retained. 

5. An appraisal of all office and cler- 
ical personnel, and a strengthening 
of this personnel wherever such was 
indicated. 

These programs have been vigorously 
pushed in our 37 offices for four years 
with one man at headquarters charged 
with their promotion and coordination. 
This man and his staff have not only 
worked with our own people in develop- 
ing the application of better equipment 
and methods, but have completely sur- 
veyed all available outside sources of in- 
formation which could be of assistance 
to us. While we have come a long way 
in four years intensive effort and have 
produced sizable savings, no company can 
go into a program of this nature and as- 
sume that it is a one-time proposition. 


(Continued on page 131) 
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A. J. SUTHERLAND 


President, National Association of Credit Men. 
President, Security Trust & Savings Bank, San Diego, Calit. 


N these days of continuing crisis, it 

is inevitable that business generally 

must make many readjustments of 
practices and procedures. Business will 
do its share conscientiously and gladly 
in the interest of the common welfare 
of the nation. It is right and proper 
that all segments of business should 
have its counsel recognized in order 
that those adjustments may be practical 
and in reality contribute to the common 
good. 

There are at least three principles 
which are worthy of mention as being 
factors of importance in such a pro- 
gram. All three apply generally to all 
of business and to our whole basic 
concept of government. The third may 
have a special application to credit but 
it also is of great general significance 
even though its general effects may not 
be so immediately apparent. 

I. In the necessity for conserving our 
resources for our great defense effort, 
that conservation should apply not only 
to business and individual expenditures 
but to governmental expenditures as 
well. With inereased taxes imposed 
upon the people of the country there 
should be special care in elimination of 
any governmental expenditures which 
can properly be eliminated. Even some 
projects which might be desirable and 
proper in normal times may need to 
be deferred until a more propitious 
time. There is no essential difference 
between the basie principles of finance 
for an individual or a business and a 
government. The individual may have 
certain wants which are in themselves 
praiseworthy. If, however, there is a 
crisis in his personal affairs, he will 
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have to postpone the fulfillment of his 
desires for non-essentials. The govern- 
ment must follow the same practice. 

2. Business will inevitably be sub- 
jected to greater controls as critical 
world conditions continue. We need to 
guard against the possibilities of those 
controls, both over business and our 
individual lives, being grafted on to our 
permanent political and economic sys- 
tem. The need for controls in a time 
of emergency should not blind us to the 
possibility that such controls, if con- 
tinued beyond the time of emergency 
or if they are too extreme in nature, 
represent a'‘certain trend toward so- 
cialism. 

3. In imposing controls recognition 
should be given to the fact that a dis- 
tinction needs to be made between con- 
trols which may conserve resources and 
curtail inflation and those which may 
work in the opposite direction. As an 
example of how this may apply, we 
may consider suggested limitations on 
lending and on credit. Credit is often 
treated as though all credit transactions 
are uniform in their effect. This is due 
to some misunderstanding of the nature 
and scope of credit. There is certainly 
a great difference in effect between limi- 
tation of credit transactions which 
might involve the purchase of non- 
essentials and those which may con- 
tribute to increased productive capacity. 
The former may be wasteful in a time 
of emergency and directly contribute to 
inflation. On the other hand, credit 
which is used for the purpose of in- 
creasing productive activity of com- 
modities useful both in our defense ef- 
fort and in normal times will work in 
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BURROUGHS SENSIMATIC 


the completely new accounting machine !” 


Never such a machine at any price—that’s 
what thousands of users tell us! And until 
you have actually seen how its “mechanical 
brain” directs the Sensimatic through vari- 
ous accounting operations, it’s hard to be- 
lieve any machine could be so versatile. Until 
you have actually watched an operator whisk 
through her work, it’s hard to believe any 
machine could be so fast, so easy to operate. 


Until you have heard what the Sensimatic is 
doing for other businesses .. . until you have 
learned its surprisingly low price . . . until 
you have seen it applied to your figuring 
problems—you can’t know how much time 
and money a Sensimatic can save. 


Call your Burroughs man for a demonstra- 
tion today. Burroughs Adding’ Machine 
Company, Detroit 32, Michigan. 


WHEREVER THERE’S BUSINESS THERE’S Burroughs 


*Sensimatic Reg. U. S. Pat, Off. 
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exactly the opposite direction. They 
will not only be helpful in our emerg- 
ency situation but, through production 
of greater quantity of goods, will 
generally decrease the likelihood of ex- 
treme inflation. 

The three points mentioned here are 
not designed as reactionary suggestions 


or as being critical of the need for ade- 
quate defense measures. They are sug- 
gested rather as being factors which will 
for some time contribute to a better de- 
fense effort while preserving some of the 
principles of our economic and political 
system which have proved themselves 
over a period of years. 


Now Use Knowledge 
Learned in Last War 


W. M. BENNETT 


President, National Office Management Association. 
Controller, Inland Container Corp., Indianapolis. 


S we progress from one crisis to 
another in this present war, which 
at times is referred to as a cold war 
then as a hot war, it seems to me that 
problems in office management become 
more and more complex. It is obvious 


that the present war crisis is certain to 


multiply our volume of paperwork. 
This means that we must have more peo- 
ple to handle the work, more equipment 
for processing the work, greater work 
areas to house the people and a greater 
in-service training program to develop 
efficient help for the newly created job 
as well as for replacements caused by 
military casualties. 

There has been a short supply of 
* efficient, well-trained office work force 
ever since the early part of 1942 when 
World War II caused rapid expansion 
of industry in this country together 
with the loss of a large number of the 
office work force going into active mili- 
tary service. During the interim from 
1942 until late 1945, the percentage of 
female workers entering the work force 
shifted perceptibly in the distribution 
between office and factory jobs. A 
greater proportion of this annual would- 
be addition to the office work foree in- 
stead entered the factory work force 
where a greater immediate take-home 
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pay was made available through much 
overtime. This created a vacuum in the of- 
fice work foree which had-not been fully 
overcome when the Korean situation de- 
veloped in June 1950. It now appears 
that our personnel problems in the of- 
fice are going to be greater than they 
were during World War II. However, 
we did learn at that time that it is pos- 
sible to operate an office on a two-shift 
per day basis as well as to work longer 
than a 40-hour week. Throngh these 
methods we will be assisted in solving 
some of our personnel problems for it 
will give us an opportunity to use part- 
time workers who may not be able to 
work a full day because of household 
obligations, students who may be able to 
work part time through rearrangement 
of their classes, and handicapped or dis- 
abled workers who may be physically 
unable to work a full 8-hour day. 

The office machines and equipment 
problem is one that will become pro- 
gressively worse as vital materials are 
channelled into war production. This 
can only mean one thing, that we must 
get by on the equipment we now have 
available. If we lengthen our work 
week or work more than one shift per 
day, we automatically have a very sub- 
stantial increase in the productive 
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SOMEWHERE among the readers of this 
ad is a man we want to meet. For that 
man we have an attractive opportunity. 

To fill these shoes he must keep pace 
with an organization that has shown a 
solid gain in every one of its 34 years. 

Maybe the man who will fill these shoes 
is experienced in liquid process duplicat- 
ing machines and supplies, or in ribbons 
and carbons, This will be helpful but not 
essential. While probably now employed, 
this is not a requirement. 


Ten pairs of shoes to fill 


If Old Town sounds like YOUR kind 
of a company, get in touch with us. We 
have shoes of various sizes to fit the kind 
of man who belongs in our group. You 
can grow with this fast-growing organiza- 
tion. 

Actually, we have TEN SALARIED 
OPENINGS. Not replacements, Our own 


Old Town 
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Gan you 
fill these shoes? 


men know of this ad and of the success 
that makes it necessary to add man-power 
to keep forging ahead. 

We need capable men for posts as fac- 
tory representatives in various parts of the 
United States, to supplement a broad pro- 
gram of advertising, merchandising and 
dealer-development scheduled for 1951. 


What to tell us 


Address your reply, which will be held 
in confidence, to V. deP. Farrell, General 
Sales Mgr., Old Town Ribbon and Carbon 
Co., Inc., 750 Pacific St., Brooklyn 17, N. Y. 
Tell us what you have done and what you 
would like to do. Describe your education 
and business background. Give us a few 
facts about yourself—your age, ycur family 
responsibilities, whether you can move 
your home if necessary. Send along a re- 
cent snapshot. Give us any other infor- 
mation you believe will interest us. 


RIBBONS & CARBONS 


“Make a Good Impression” 











time of such equipment. This is also 
true of housing facilities and necessary 
furniture. Likewise, if we will study 
our methods and procedures so that all 
of our equipment is used full time for 
the purpose it is designed to do, we can 
secure a further machine production 
and output without the need for addi- 
tional machinery and equipment. 

If we are to profit by our experiences 
in World War II in the handling of 
our office work under adverse conditions, 
then we must begin at once to put such 
knowledge into effect. There is no 


doubt that we did not attain anything 
like 100% efficiency in the handling of 
our office work in that period. To each 
of us engaged in the office there is still 
this great challenge—to find a better 
way; to dare to be different; to dis- 
regard tradition and custom; to ques- 
tion all procedures and practices, con- 
stantly seeking to improve our efficiency 
and productivity in the office. This— 
if we are to remain in business and do 
our part in assisting those serving in 
the military forces to preserve our 
way of life in the United States. 


Plan Now for Next 
Postwar Period, Too 


GEORGE H. HAMILTON 


President, Insurance Accounting & Statistical Association. 
Assistant Secretary, Phoenix Mutual Life Insurance Co., 


man, once confided that he could 

compile a better forecast average 
if he threw out all his studied predic- 
tions and instead reported, “Fair with 
little change in temperature” for every 
day in the year. 

It is just as difficult to determine 
what our “economic weather” will be 
for any given period. To try to predict 
what will happen to business during 
1951 would require a happy combina- 
tion of omniscience and bravado on the 
’ part of the forecaster. 

One thing is certain, however. It will 
not be “fair with little change” during 
the next several months. There will be 
considerable change and, as someone 
onee remarked, “Things are likely to 
get worse before they get better.” At 
this writing, international tension shows 
no sign of lessening. In fact, it seems 
bound to provoke more and more do- 
mestiec repercussions. Shortages, con- 
trols and a flood of changing business 
conditions will be major worries of 
management for some time to come. 


AA nan, on of mine, who is a weather 
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Hartford, Conn. 


Office managers are gradually hard- 
ening to sounds of battle along the busi- 
ness front. One day it may be the 
announcement that, “Your machines are 
being rescheduled,” or perhaps a call 
from the purchasing agent saying that 
office furniture prices are going up 5% 
again next week, or that paper prices 
have already risen 10%. We'll be hear- 
ing more about personnel and wage 
problems, too. The bright young chap 
hired recently will be receiving his draft 
notice. A competent file clerk will be 
leaving shortly to take a higher paying 
defense job. Are our organizations set 
up to adjust readily to these fast mov- 
ing situations? 

The goal of all of us should be to 
keep our planning on a basis flexible 
enough to permit moving in any direc- 
tion as the economic weather changes 
around us. A little simple foresight ean 
spell the difference between meeting 
business commitments with a degree of 
facility—and failing to do so. 

Because World War II provided 
many of the same problems we face 
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B= on payload, or usable filing 
capacity, Super-Filer costs 10 to 15% 
less than conventional first grade files. In 
addition it saves time, effort and money 
every day it is in use. 

This five-drawer Super-Filer is today’s 
most modern, most mechanized filing 
cabinet. It frequently pays for itself in a 
short period of time and since it lasts 
indefinitely it will go on reducing your 
filing costs for many years to come. The 
GF Super-Filer has been time tested, 
fully proved and progressively improved. 
What it has done for others it can do 
for you. 


Our nearest branch or dealer will be 
glad to survey your filing requirements, 
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See, it opens 
Just like 
a book 


or put a Super-Filer on trial for 10 days 
without cost or obligation. 

Let us send you a free booklet illus- 
trating and describing completely the 
features of this outstanding Mechanized 
Filing Equipment. Write The General 
Fireproofing Company, Dept. 0-25, 
Youngstown 1, Ohio. 


— 


<> 


in Metal Busi Furniture 


DEALERS THROUGHOUT THE WORLO 








© GF Co. 1980 
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Super-Filer’s low operating cost . 
and greater filing capacity per 
drawer are based on its unique 
patented construction—the 
“Swing Front”. Here’s how the 


Super-Filer is made in 2-, 3., - 
4- and 5-drawer heights, in 
standard widths. Also available 
are substitute drawers, cross- 
trays, inserts and partitions 
to adapt Super-Filer for hous- 
ing practically any type and 
size of office record or material 


You must see how the GF Super-Filer works te 
appreciate hew greatly it simplifies Aling end 
hew much fleer space, time end effert it con 
save. Your local GF dealer or branch is elweys 
ready te demensirete Super-Filer, pul one on 
trial, er survey your Mling requirements. 
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< Stock forms to fit 


FOR EVERY RECORD—A WAY TO KEEP IT. 
BROOKLYN 1, N. Y. 


Standard Boorum & Pease Commercial, Bank 
and Business Forms are designed to fit your 
standard record-keeping needs. Designed with 
the cooperation of accountants, they are clean, 
convenient, time-saving—readily expandable 
without loss of system continuity. They have the 
completeness you would want if you personally 
designed them. Ask your stationer for samples of 
B & P stock forms in which you are interested. 

He can also supply, through our special department, 
ruled and printed forms to fit specific requirements. 
Ask him about this service. 
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today, it is important to: fully utilize 
the valuable experience we and our 
associates may have had. During the 
last war many firms achieved a high 
degree of economy by developing spe- 
cial techniques for increased operating 
efficiency. Profiting from lessons like 
this will help us to better meet man- 
power shortages and rising costs. 

It would seem that today’s business 
conditions offer a real challenge to 
manufacturers of office machines and 
equipment. Will the ingenuity, so well 
demonstrated in the past, be applied to 
the problem of helping all business 
achieve greater operational savings? 

Business and trade associations have 
a serious responsibility, also. Organiza- 
tions such as our own Insurance Ac- 
counting & Statistical Association are 
in an excellent position to render an 
important service to management. Con- 
ference programs, publications, and 
special messages can all be geared, in 
practical fashion, to helping manage- 
ment solve current problems. Research 
projects can be undertaken. In these 


and other ways, members and the man- 
agement they represent will benefit by 
being able to draw upon a common pool 
of experience and ideas. 

Yet while we gird ourselves for the 
immediate bout with shortages, priori- 
ties and other war-occasioned difficul- 
ties, we should not lose sight of the 
longer view. Right now, 12 to 18 
months are required for delivery of 
major business machines. Many forms 
need to be ordered today for use 
months hence. Recent advancements in 
the field of electronics merit careful 
study. Some of the new machines al- 
ready released have such fantastic 
speeds that they are likely to revolu- 
tionize our computing and billing tasks, 
as well as much of our record keeping. 
Perhaps we won’t be able to inaugurate 
any of these innovations this year—or 
even next. But they should be included 
in our advance planning, thus readying 
ourselves for the day when some ere- 
dence can be given to an economic 
weather report of “fair with little 
change.” 


Some Problems of the 
Public Purchasing Agent 


MICHAEL M. DONAHUE 


President, National Institute of Governmental Purchasing. 
Purchasing Agent, County of Allegheny, Pittsburgh, Pa. 


HE annual convention of the Na- 
tional Institute of Governmental 


Purchasing in Milwaukee last Sep- 
tember was attended by several hundred 
buyers representing various state and 
local governments of the United States 
as well as Puerto Rico, Canada and 


Great Britain. It was a highly suceess- 
ful convention. However, I did notice 
that when members met informally the 
general topic of conversation was war, 
inflation, gray markets, government 
rules and regulations, and shrinking 
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budgets. A cur of - apprehension 
seemed to permeate each discussion and 
members were busily engaged exchang- 
ing ideas as to how their fellow mem- 
bers were preparing to meet their par- 
ticular situation. 

This was sound logie in the making 
since a public purchasing agent’s every 
official act is generally regulated by law 
and since he is subject to laws and 
regulations most of which were legalized 
in the distant past when state and local 
governments were in their infancy. He, 
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unlike the private buyer, cannot nego- 
tiate contracts within twenty-four hours. 
Rather he must, as a rule, advertise in 
daily papers for several days, recom- 
mend the low responsible bidder to his 
governing body, await their approval, 
and the approval of the controller, with 
the result that considerable time is lost 
before the item is delivered to his ware- 
house. The writer has no quarrel with 
the fundamental principles of this sys- 
tem which is, of course, to protect the 
publiec’s interest and to insure that the 
taxpayer’s dollar is being spent to his 
(the taxpayer’s) best interest. However, 
legislators and public purchasing agents 
should study this entire situation and 
take the necessary steps to streamline 
public purchasing procedure. Sad to 
relate, some state and local govern- 
ments are still in the horse and buggy 
stage which means, that in times such 
as these, scarce supplies pass them by. 
If gray or black markets are allowed 
to flourish and inflation becomes ram- 
pant, state and local governmental 


buyers should be deeply concerned as ta 
whether or not a rapidly shrinking 
budget will cover their necessary re- 


quirements. Inflation can wreck the 
best laid plans of a yearly budget, it 
may endanger or cripple the ordinary 
processes of a state or local govern- 
ment, thereby, materially affecting the 
maintenance of institutions, hospitals, 
airports, highways, and sewers. If and 
when this should occur, national defense 
imay also be affected. 

Therefore, the public purchasing 
agent should stop, look, and listen. He 
should take the necessary steps to stream- 
line his organization. Only in this way 
will his appropriations cover his require- 
ments. Realizing that his annual budget 
cannot be increased, he should conserve 
every dollar, keep in close contact with 
market conditions, be alert. 

With the passage of the National De- 
fense Act of 1950, economic controls 
have again appeared on the horizon. 
It is of the utmost importance that, in 
any system of priorities and allocations, 
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the supply needs of state and local gov- 
ernments should be recognized and ade- 
quately met. For that reason NIGP 
has called, by resolution, upon the Na- 
tional Production Authority and _ its 
Oftice of Civilian Requirements to estab- 
lish immediately in the Office of Civilian 
Requirements a state and local govern- 
ments division to concern itself with 
the state and local governments that are 
now or may be effected by the future 
development of economic conditions. We 
further urge that any board set up by 
the Office of Civilian Requirements con- 
sist of purchasing executives drawn 
from both private and public organiza- 
tions so that priorities and allocations 
may be forthcoming with an intelligent 
procedure which was sometimes lacking 
in the last war. Certainly state and lo- 
cal governments fared poorly in such 
systems in World War Il. As a result 
of this, stock piles are still low. Today 
is an age of speed. Public purchasing 
agents must not be placed in the em- 
barrassing position of waiting weeks 
and months for various materials, espe- 
cially those which are required to main- 
tain public facilities. 

With the above facts in mind, it must 
now become apparent that organization 
is the keynote. An inventory should 
be taken by the purchasing agent of his 
entire office, its organization, its system 
of records and filing. Let him face 
facts. Suecess or failure is generally 
the difference between an intelligent sys- 
tem of management or the lack of it. 
Equipment and methods should be mobi- 
lized and streamlined. Facts should be 
at finger-tips. Headaches, such as bid- 
ders’ list; stock controls; storeroom de- 
tails; discounts; can all be controlled 
by a proper approach. 

Don’t hesitate to give a few minutes 
of your busy time to the sales represen- 
tative who may wish to detail you on 
office equipment, methods or manage- 
ment. He is, as a rule, highly trained 
with a thorough knowledge of his par- 
ticular field. Enormous strides have 
been made in the past few years in his 
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“T’d say the heck 
with it, if...” 


@ “If it wasn’t my own daughter’s 
wedding,”’ said Mrs. Allergen Hives. 





® “‘Stop grousin’, old girl’’ said Col. 
Hives.‘‘We’ll get thelittlethingummy 
that prints stamps on the envelopes.”’ 
She did. He did. Roger. 


® The Col. meant, of course, the DM 
—new desk model postage meter. 














® Little larger than a desk phone, it 
prints any postage you need, plus a 
dated postmark, and (optional) small 
advertisement directly on the 
envelope ... for any kind of mail. Has 
a built-in sealer for envelope flaps. 
Even handles parcel post. 


® The postoffice sets the meter when 
you buy postage. Postage in the 
meter can’t be lost or misused, is 
automatically counted. 
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® There a meter model for 
every user of mail, large 
or small. Call the near- 
est PB office, or send 

for free booklet. 
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WHY DOES STANDARD STEEL CABINET CO. 
PREFER STENOGRAPH® SECRETARIES? 


Most business men are less concerned about 
methods than results. 


"| was no exception,” says Mr. Kenneth 
Reick, Office Manager of Standard Steel 
Cabinet Co., Chicago — manufacturer of 
Medicine and Shower Cabinets — “until | 
hired my first Stenograph (Machine Short- 
hand) Secretary. 


"Today we prefer to hire Stenograph Sec- 

MR. KENNETH REICK ay , 
Office Menager retaries whenever they are available be- 
g coe ag cause we've found them above average in 


accuracy and efficiency." 





Next time you need a Secretary .. . 
hire a Stenograph Secretary! 


FOR ACCURACY! Stenograph notes 
leave no margin for error because 
they are printed in plain English let- 
ters, never get "cold". 


FOR EFFICIENCY! The Touch Sys- 
tem enables the Stenograph Secretary 
to take slow or fast dictation with un- 
usual endurance. The Stenograph ma- 
chine is both noiseless and portable. 


DOYT LEE HALL 
Secretary to 
Mr. Kenneth Reick 


Stenograph Machine Shorthand is taught in leading business schools throughout 
the country. For free employment service and more information, write Dept. E: 


STENOGRAPHIC MACHINES, INC. 


318 SOUTH MICHIGAN AVENUE, CHICAGO, ILLINOIS 
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field, in fact, the field of office man- 
agement is rapidly becoming a. sci- 
enve. Subscribe to at least one good 
periodical. It is surprising how such an 
approach can keep you abreast of the 


Get 


acquainted with these men; make them 


Courtesy costs nothing. 


times. 


your friends. You will be amazed at 


the results. 


Principles of Purchasing 
In Our Defense Economy 


H. F. JONES 


President, National Association of Purchasing Agents. 
Purchasing Dept., E. I. du Pont de Nemours & Co., Wilmington, Dela. 


LOT has been written during the 

past few years, and a.lot more has 

been said, about the importance of 
purchasing in the field of management. 
Many experts have told us that progres- 
sive managements realize the importance 
of having material of the right quality 
with which to work, at the right time, 
in the right quantity, at the right price. 
Progressive managements realize that 
the performance of this function is a 
specialized job for specialists and the 
proper place for this job to be done 
is the purchasing department. 

I agree with that line of thought. I 
do feel, however, that by acquiring this 
status, we have also taken on some im- 
portant responsibilities. We must ac- 
cept these responsibilities, if we expect 
to maintain this importance to manage- 
ment. We must discharge these re- 
sponsibilities faithfully and well in fac- 
ing the unknown factors of the develop- 
ing defense program. 

We are all familiar with the flywheel, 
that massive wheel attached to a punch 
press, a forging hammer, a metal shear 
or similar piece of machinery. It re- 
volves slowly as the machine operates, 
storing up energy which is delivered as 
needed and thereby absorbs the shock. 
The momentum of the flywheel makes a 
smooth operation. On the other hand, 
the fifth wheel is a substitute for a dis- 
abled wheel and, therefore, is a name 
commonly used for a useless person or 
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thing. 

We purchasing agents can be one of 
the flywheels of our free enterprise sys- 
tem by accepting and discharging our 
proper share of the responsibilities 
which we have acquired as an essential 
element of modern business manage- 
ment. These responsibilities lie in four 
separate and distinct areas. 

1. We have responsibilities insofar as 
our relationships with our companies 
are concerned. 

2. We have responsibilities in our 
dealings ‘with our suppliers. 

3. We have responsibilities in our re- 
lationships with other members of our 
profession. 

4. As businessmen, we have responsi- 
bilities to the public. 

Of current importance in the rela- 
tionships and responsibilities within our 
companies, is the developing defense 
programs. Controls, limitations and 
priority procedures are certain to affect 
all organizations, large or small; and 
much of the impact will be felt through 
the availability of supply, and prices, 
of materials purchased. Plant and of- 
fice executives should be kept informed 
so that their programs will reflect the 
changes necessary to maintain essential 
supplies and equipment at levels that 
are adequate, but not excessive. Ex- 
periences with scarcities and substitutes 
are too recent to have been forgotten; 
yet, hoarding or seare ordering are 
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likely to do more harm than good, at 
any time. 

Years ago, the leaders of our national 
association adopted certain Principles 
and Standards of Purchasing Practice. 
They stand today just as they did when 
first adopted as guideposts to sound 
purchasing. Briefly, they advocate: 
Loyalty to our company, justice to those 
with whom we deal, and faith in our 
profession. These Principles and Stand- 
ards of Purchasing Practice can guide 
us in three of the areas of responsi- 
bility mentioned: In relationships with 
our company, in dealings with our sup- 
pliers, in relationships with other mem- 
bers of our profession. 


The improved status of purchasing 
during recent years makes it necessary 
for us to accept responsibilities in a 
fourth area. That is, as citizens of the 
business community we have responsi- 
bilities to the public. Responsibility to 
the public, in any defense emergency, 
must include observance of government 
regulations and their practical applica- 
tion to operations. Through observance 
of the sound Principles and Standards 
of Purchasing Practice, we can meet 
that fourth obligation, and serve the 
best interests of the public. 

Today’s alert purchasing executives 
are meeting this challenge—they’re the 
dependable flywheels. 


Alert Management for 
Office in World War 2.5 


E. O. GRIFFENHAGEN 


Director, Association of Consulting Management Engineers. 
Senior Partner, Griffenhagen & Associates, New York. 


HE effects of the expanded national 
defense program, during the crisis 
that has been aptly termed World 
War 2.5, are gradually being felt in 
Wfirst one and then another sector of our 
usiness economy. As scarcities develop 
materials and manpower, and as con- 
ols are applied in one form and an- 
ther, their influence will inevitably 
ach into the field of office operations. 
whe situation that may be expected to 
obtain, as far as office operations are 
concerned, will be like the one that de- 
veloped during the last war. Those re- 
sponsible for office management, there- 
fore, may well take stock of their 
present position in the light of what 
seems to be coming during the months 
that lie just ahead. 

What are the changes in the condi- 
tions under which the office probably 
will have to be operated during the 
months to come? It seems to me that 
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they will be of two kinds. There will 
be increased workloads. And there will 
be fewer resources with which to do 
the increased work. Let us examine 
further into both of these developments. 

I think it is safe to assume that 
as demands for production increase 
as part of the effort to build up the 
defense establishment—both here and 
abroad—while continuing to supply the 
domestic economy, it will inevitably in- 
crease activity not only throughout the 
plant, but also in the office. In non- 
manufacturing activities the situation 
may be somewhat different but here also 
substantial amounts of paperwork will 
develop as tax laws change, various in- 
ventory and procurement controls are 
applied, and manpower regulations take 
effect. 

Offices of manufacturing concerns in 
particular will have to contend with 
more paperwork than they are now 
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Stop shipping mistakes 


with 
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Bills of lading! 


Register shown is the Uarco 
Manifolder. Large form capac- 
ity holds 300 2-part, 200 3- 
bart, 150 4-part, 100 5-part 


forms. All copies issue. 


Faster Writing—UARCO BILLS OF 
LADING ina convenient autographic 
register ... the fastest known method 
to write U.B.L.’s by hand! 

All items covering your own prod- 
ucts are pre-printed; the clerk com- 
pletes the forms simply by checking. 
Writing of many details is entirely 
eliminated. And he does this just once 
—the register does the rest, turning 
out clear, crisp carbons for carrier, 
receiver, yourself. 


Lower Rates—pre-printing assures 
each product shipped is properly 


described to carry lowest rates. Over- 
charges from incorrect listings are 
eliminated. So are mistakes in rout- 
ing, in checking at the receiving end. 
Uarco Forms pay back their cost over 
and over again! 


These Benefits Can Be Yours—Uarco 
designs and prints BILLS OF LAD- 
ING to fit every type of shipping 
operation; provides the right kind of 
register to use. Use the coupon below 
to secure a portfolio of sample U.B.L. 
forms. 


UARCO Incorporated 
Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois 


Please send samples of Uarco BILL OF LADING 
Register Forms. 
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handling. This inereased volume of 
work is almost certain to come from 
heavier plant payrolls, shifts in plant 
operations from one type of production 
to another, difficulties in obtaining ma- 
terials, difficulties in recruiting, trans- 
portation problems, compliance with 
various government controls that will 
be imposed, increased sales, and many 
other things. The step-up in produe- 
tion activity is likely alsc to accelerate 
activities in many commercial, financial, 
transportation, utility, and other busi- 
nesses, and increase workloads. 


In a sense the workload will be 
heavier, too, because there will be less 
time in which to get things done. The 
tempo of all business activity is likely to 
be stepped up and work will have to be 
turned out faster than in the past, 
even if workers’ tempo does not change 
very much. Thus, there is the problem 
of raising worker productivity without 
the possibility of securing a correspond- 
ing inerease in worker effort. Along 
with this inereased workload generally 
will come problems traceable to reduced 
resources. Just what will be the nature 
of these scarcities in relation to office 
yperations ? 


Probably the most serious scarcity as 
ar as the office is concerned will be in 
anpower (or perhaps we should say 


yomanpower). Production jobs which 
ay higher than office jobs will begin 
» call white collar workers into pro. 
uction activities, to be replaced by 
younger office workers or to leave 
acancies. This will mean not only 
hortages in numbers of office workers 
but possibly some reductions in the level 
of experience of the white collar labor 
forces. 


Next, there will be shortages in office 
equipment. It will become most diffi- 
eult to get earlier deliveries of some 
kinds of office equipment (as we 
switch from production of office ma- 
chines to production of weapons). Some 
types of office equipment may not be 
procurable at all. Priorities and other 
controls may enter the picture, bring- 


ing with them all of the headaches they 
entail. Furthermore, some of _ the 
equipment that is made available may 
be of inferior quality because of the 
substitutions that are forced on the 
manufacturers. 


In short, most of the manpower and 
material searcities that were experienced 
in the last war are likely to be with us 
again. The difference will be only a 
matter of degree, and will be governed 
by the intensity and urgency of the war 
production program. 

What then are some of the things 
that those responsible for office opera- 
tions can do to prepare for what lies 
ahead and to meet the situations as 
they arise? Obviously, much of what 
van be done will merely be by way of 
making the best of a bad situation. But 
there are also a number of things that 
ean be done to soften the impact of 
the blows when they do fall. The re- 
mainder of these remarks are devoted 
to some of the most important of these 
alleviating steps. 

One of the most important things 
that can be done by way of meeting 
the manpower problem is to make sure 
that salary schedules are all they should 
be (or can be) under the circumstances. 
All of the kinds of positions (jobs) in 
the office can be evaluated in relation to 
each other to make certain that there 
are no glaring pay inequities. What is 
probably even more important, office 
positions can be evaluated in relation 
to positions outside the office on the 
basis of the relative importance of the 
work and it may be that adjustments 
will remove much of the incentive for 
white collar workers to move over into 
blue collar jobs. 


Not only can office positions be 
evaluated internally in relation to each 
other and in relation to non-office jobs 
in the company, but they can also be 
viewed externally in relation to what is 
being paid by other establishments. 
Every office manager can keep himself 
informed as to outside pay levels even 
if he cannot meet them. Then, at least, 
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a MR. WHITE:” 





“Yes! They're on 
Hammermill Bond. 
That was our 
printer's idea!“’ 


YOUR PRINTER, a specialist in paper, recom- 
mends Hammermill Bond because he knows 
from experience that it will bring satisfaction to 
you and your. goodwill to him. He knows that 
its firm surface enables your typists to do faster, 
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FREE sample book today. 
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he can know something about the extent 
of his problem. A surprising number 
of offices do not now have adequate 
position classification and -evaluation 
plans geared to plant pay in the com- 
pany, let alone to pay levels on the 
outside, and a lot of office managers 
are making an unwarranted assumption 
in thinking that what they do have is 
satisfactory. 

If the quality of the white collar la- 
bor force 1s likely to decline, then obvi- 
ously it is time to prepare and execute 
training programs. Formal training 
courses will be useful in many instances. 
But the office managers who are ready 
and willing to take the trouble to oper- 
ate honest-to-goodness on-the-job train- 
ing programs on a more or less continu- 
ous basis are the ones who are likely to 
find themselves in relatively enviable 
cireumstances when the manpower short- 
ages become critical. 

The best possible way to alleviate a 
manpower shortage is to adjust matters 
so that not as much manpower is needed 
for the tasks involved, Not infrequently, 
it is possible to streamline office pro- 
cedures and cut out unnecessary work, 
or to perform necessary work with less 
effort, thereby reducing personnel re- 
quirements. It is rare that a manage- 
ment improvement study by qualified 
specialists in work simplification does 
not pay for itself many times over. The 
simplification of office procedures should 
also be aimed at alleviating paper short- 
ages. To the extent that forms can be 
combined, or eliminated, or produced in 
fewer copies, it is obvious that the re- 
quirements for paper (a scarce ma- 
terial) are reduced. 

Several things can be done by way 
of increasing office equipment utiliza- 


tion. For example, a program of pre- 
ventive maintenance, similar to that em- 
ployed for other types of equipment, 
can be instituted. Such a vrogram can 
be expected to increase equipment life 
and to decrease equipment down time. 
If more equipment is required to handle 
increased workloads and it cannot be 
purchased, then it is often possible to 
use existing equipment in shifts. 


One of the important things to do 
about office equipment during a period 
of shortages is to plan the introduction 
of equipment, or the replacement of 
equipment, well ahead of time. The 
failure to plan far enough ahead of 
time in this respect is almost certain 
to bring operating problems that other- 
wise would not have arisen. The possi- 
bilities of substituting one type of 
equipment for another should not be 
overlooked. For example, open shelves 
can be used in place of filing equip- 
ment. Many calculating operations can 
be broken up into elements and handled 
almost as fast without equipment as 
with it. The possibilities for substitu- 
tion are more numerous than is gener- 
ally realized. 

The only thing of which we ean be 
certain in the months ahead is uncer- 
tainty. If operating problems in the 
office are to be met satisfactorily, there- 
fore, probably the one most important 
element is a management that is alert 
to what the situation is likely to be and 
that plans ahead for meeting the prob- 
lems that are likely to arise. Those of- 
fices with alert managements will be 
able to turn out more work with fewer 
resourees. Those offices without such 
alert managements will fall behind in 
the battle of production. 





Emergency Short Cuts 


You can aid other office executives during the national emergency by sharing your 

ideas. Send us a description and any pertinent illustrations of methods simplifica- 

tion introduced in your office to speed the defense program. THE OFFICE will pay 
for all that it can publish. 
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War Will Intensify Old 
Management Problems 


R. C. LUDLOW 


President, Montreal Chapter, 
National Office Management Association. 


Treasurer, RCA Victor Co. Ltd. Montreal, Canada. 


HE defense program will intensify 

office management -problems in the 

year ahead. In several important 
aspects the situation will be very much 
different from that encountered during 
World War II. We entered that war 
with a reservoir of workers available 
for employment; today we have a tight 
labor market. Many of our present 
office people are married women who 
cannot be depended upon to continue 
working indefinitely. 

Difficulty may be found, also, in 
stimulating the output of our staffs. 
There seems to be good ground for the 
frequent complaint that the produc- 
tivity of today’s employee is not as high 
as that of the 1939 employee. But it 
must be admitted that there are many 
influences—high taxation, rising cost of 
living, housing shortages—which con- 
tribute to the undermining of personal 
efficiency and, so long as the program 
is one of preparedness only, the patri- 
otic stimulus of an allout war will not 
be available to counteract these unset- 
tling factors. 

Very few, if any, white collar unions 
were operating in 1939; today, they 
have established a foothold, at least, 
and prospects for their continued 
growth seem certain. Whatever office 
managers may think of office unions, 
it is clear that they will bring new 
problems, particularly where those 
unions are dominated by leaders who 
seem animated more by pinkish philoso- 
phies than by altruistic motives. 

Material shortages did not arise con- 
currently with the outbreak of World 
War II. Today, they are already in 
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evidence and daily seem to grow in 
seriousness. 

High break-even points probably will 
create difficulties for both those engaged 
in defense production and those unable 
to obtain defense orders. 

Here is another notable difference 
from early World War II problems. 
Much of the defense program, for the 
near future at least, may consist of 
stock-piling materials only, so that on 
the one hand defense production orders 
may not be as widely spread as before, 
and on the other, the lack of essential 
materials may curtail non-defense pro- 
duction. Restricted output will certain- 
ly demand the utmost in economical 
operation on the part of those unable 
to obtain defense orders; but even those 
engaged in defense production probably 
will not be in a much better position. 
In Canada, authoritative statements 
have been made that defense contracts 


_will be let on a firm-price basis only, 


while in the United States, heavy busi- 
ness taxation is contemplated. 

However, while many problems seem 
to be approaching all business organi- 
zations, they probably will bear more 
heavily where activities must be cur- 
tailed, rather than expanded. 

What did we learn in meeting war- 
time problems that will be of value to 
us today? In meeting staff shortages 
many of us resorted to night shifts in 
office work, only to find that often they 
were only partially successful and in 
some instances not worth the effort. 
Lack of skilled supervision seemed to 
be the prime cause of poor productivity 
here. High staff turnover was another 
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major problem, aggravated by govern- 
mental direction of people into work 
for which they were poorly prepared, 
or for which they had no aptitude. 
Again, the brunt of the load fell upon 
supervision and the degree of success 
attained in coping with the constant 
changing of personnel generally de- 
pended upon the quality of supervision. 
The introduction of the “J” courses was 
particularly helpful but here, tow, the 
supervisor played the important role. 


Undoubtedly, a group of skilled su- 
pervisory personnel, trained in the 
techniques of human relations, properly 
placed in the right job (but with some 
knowledge of correlated operations) is 
good insurance against the coming 
storm. While there is still time, we 
should examine our organizations, make 
sure that we do have the right men in 
the right supervisory positions and, 
where expansion is the problem, at least 
attempt to forecast what additional 
posts will be created and where we can 
up-grade the right people to fill them. 
Wherever possible the temporary shift- 


@ing of key personnel between various 
types of work will supply the knowl- 
edge necessary to provide flexibility to 
eet emergent conditions, whether those 
onditions arise from reduced or in- 
reased activities. 


Many new developments in machines 
pparently are just around the corner, 
ut restrictions and shortages will un- 
oubtedly defer these indefinitely. We 
earned in World War II that our 
ocks of existing equipment, properly 
ooled and adequately serviced, could 
be spread over more departments and 
be operated for more hours than we 
thought possible under normal condi- 
tions. Many of us found, to our sur- 
prise and through the necessity of ex- 
haustive methods studies, that many 
operations which we assumed only a 
machine could handle economically, 
actually could be performed to greater 
advantage by manual work. 


We found also, when we had no al- 
ternative, that much of our correspond- 
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ence did not require a formal reply, 
to reduce filing operations with a ¢on- 
sequent saving of time and equipment. 
Certainly the war taught us that one 
sheet could be used both sides for our 
letters; that window envelopes were 
acceptable for correspondence; that 
one-time carbon paper could be re-used 
for other purposes; that strict control 
of materials disclosed hitherto unrea- 
lized wastage; and many other econo- 
mies which not only eased the strain of 
material shortages, but also produced 
valuable savings. 


In developing our procedures, we 
were impressed with the invaluable aid 
obtained from written instructions, pre- 
cisely and thoroughly prepared. We 
saw that thorough analyses of existing 
and proposed routines avoided much 
lost time and expense, and that work 
measurement was an important factor 
in disclosing potential troubles and re- 
vealing weak spots in our organizations. 
We learned the benefits obtainable from 
training our supervisory people in the 
principles of work simplification. 

As managers, we found that where 
we had competent supervisors, we did 
not need to deal with every minute de- 
tail, but only with the exceptional in- 
stances. And we also learned the lesson 
that upon sound planning, coupled with 
adequate controls (not for dictatorial 
purposes but for assurance of proper 
execution of the plans) depends the 
suecess of our undertakings. 

If we are as careful in ensuring that 
the right man is in the right job as 
we are in ensuring that we are buying 
the right machine; if we strive to un- 
derstand the influences that motivate 
the human beings under our command; 
if we channel their efforts in the right 
direction; and, above all, if we plan 
these things; then there is little more, 
if anything, that can be done, whether 
the need be for increased production or 
for curtailment of operating costs. 


Now there is nothing new in the 
principles outlined—nor is there any- 
thing new in the difficulties that lie 
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ahead. Those difficulties will be inten- 
sified, will be compellingly demanding 
of solution, perhaps more than ever 
before. But they will require no miracu- 


lous techniques to solve them, only the 
application of fundamental truths which 


we learned before and which many of 


us must re-learn now. 


++ 
uces Lanno or 
. 
meCrzcien perarion 


RAY R. EPPERT 


President, Office Equipment Manufacturers Institute. 
Vice President, Burroughs Adding Machine Co., Detroit. 


HE magnificent industrial progress 

of the United States during the last 

half century could never have come 
about if we had not developed our 
ability to plan, control and coordinate 
our complex economic activities from 
the office. Our present business struc- 
ture rests heavily upon the mountains 
of records, reports and other documents 
processed daily in every kind of com- 
mercial operation. 

It is not surprising, therefore, that 
the unprecedented demands upon prac- 
tically every phase of business activity 
since the invasion of Korea, require the 
mobilization of the offices as well as the 
factories of the nation. It is mani- 
festly impossible to step up our vast 
industrial machine to meet new and 
greater demands, unless we find ways 
and means of handling the proportion- 
ately greater volume of paperwork in- 
evitably involved. 

Every executive is fully aware of the 
problems confronting the office and of 
the need for solving them with dispatch. 
They are not new—they are old prob- 
lems accentuated by the record-breaking 
job American business has been called 
upon to do. 

First of all, it is clear that the in- 
creased tempo of economic activity will 
require more reports, more planning, 
more controls, more business documents 
of all kinds. And that means a greater 
volume of work to be turned out in the 
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office. Furthermore, as our production 
schedules mount, the logistics of indus- 
trial activity become more important. 
Inflationary pressures are increasing 
and the need for efficiency in all opera- 
tions has become a paramount concern 
of every business executive. Even more 
urgently than before, management re- 
quires adequate factual information as 
a basis for sound planning and decision. 
And even if costs could be ignored, the 
necessity for conserving manpower ¢alls 
for maximum efficiency in every phase 
of our economic life. All of this means 
a growing responsibility for the officee— 
a job of increasing proportions which 
must be accomplished economically and 
with a minimum drain upon our man- 
power resources. 

There was probably never a time in | 
our history when the need for efficiency | 
in the office was more dramatically 
demonstrated than right now. American 
industry has long ago learned that the 
best way to do more work with less 
effort is to employ the right kind of 
tools and equipment in the process. 
That is the only effective answer to the 
staggering burden that our modern 
offices have been called upon to assume. 

The time is past when any office can 
afford the luxury of an inefficient opera- 
tion. Nothing less than the best piece 
of equipment-is adequate, if the men 
and women in the “paperwork fac- 
tories” are to meet their schedules—and 
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meet them they must if business is to 
achieve the record performance required 
by the present emergency. \ 

Manufacturers of office equipment of 
all kinds are doing their best to supply 


the growing demand, in order that 
American industry will do its job in 
these difficult times with the same effi- 
ciency and effectiveness that has char- 
acterized its efforts in every crisis our 
nation has faced. 


Office Equipment Needed 
to Produce War Material 


CARL L. ELOFSON 


Chairman, Metal Office Furniture Division, 
Office Equipment Manufacturers Institute. 


Executive Vice President, Art Metal Construction Co., Jamestown, N. Y. 


tainties in regard to the near future 

than our country, as a whole, has 
ever faced. Our hopes are for world 
peace while preparing for any even- 
tuality. The question we are concerned 
with here is the probable effect of re- 
armament on our domestic economy. 
One thing is certain—much of the mate- 
rial needed in the manufacture of metal 
business equipment will be used in 
armament production. However, it 
should be known to those in Washing- 
ton whose job it is to write and admin- 
ister material and limitation orders that 
the products we make and service are 
absolutely essential to American indus- 
try whether employed for civilian use 
or for armament production. In World 
War II, the limitations on the manu- 
*facturers of metal business equipment 
were so severe as to create constant 
problems in the war effort. With those 
experiences still remembered by all of 
us, it is hoped that the same mistakes 
will not be repeated. 

Business transactions, including war 
business, are carried out first on paper. 
Any increase in the industrial effort 
must be accompanied by a correspond- 
ing increase in the recording and trans- 
mittal of information in writing. This 
factor is so important to production 


Tisistis are probably more uncer- 
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that it can never be dismissed with the 
phrase “paper work.” The equipment 
needed to facilitate the making and 
handling of records and of written com- 
munication is just as important in 
America’s great industrial organization 
as are the machinery, tools and equip- 
ment of our factories. That goes for 
office manpower too. 


The manufacturing facilities and 
manpower of our industry did a good 
job during World War II and ean be 
depended upon to do a good job in 
whatever it is called upon to do in this 
period. But of equal importance to 
armament is the continuation of enough 
material for production of regular 
products in the field of business equip- 
ment that are so badly needed by all 
American industry to do its job prop- 
erly. 


The metal business equipment indus- 
try makes the tools of the office, and 
the office directs and coordinates the 
work of the factory. Together, and 
with both properly equipped, American 
industry can again overwhelm any 
enemy by sound planning and by order- 
ly and sensible teamwork. Both are 
necessary to do the job in the quickest 
time and with the least cost in lives 
and money. 
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Britain Strives to 
Raise Office Production 


HARRY WARD 


Secretary, Industrial Management Research Association, 


OMMENTS have appeared in the 

U.S.A. technical press that the full 

weight of rearmament will not be 
felt for twelve months. This is perhaps 
even more true in Great Britain. In- 
deed, it would appear likely that there 
cannot be a great upset caused by re- 
armament. It may be that exports will 
have to be reduced, if the country main- 
tains present reduced hours of work, 
together with increased holidays and 
greatly expanded educational and other 
schemes, because no further labor is 
available. In 1938 companies had great 
freedom to obtain materials and plants 
and could if necessary in spite of gov- 
ernment, press on with war work. Delay 
in providing building licenses, excessive 
control of materials, and much other 
control now make it more difficult for 
private initiative to push forward arma- 
ments and to overcome the errors of 
bureaucracy. A great potential source 
of labor would follow the pruning of 
government departments. Probably no 
one in the civil service nor local govern- 
ment service would deny that there 
could be a heavy cut in manpower with 
improved efficiency. Indeed, the criti- 
cism of waste in government services 
comes far more often from those em- 
ployed in such services than from any 
critics outside. 

Supplies of stationery became really 
easy in 1949. In 1950 supplies were 
difficult again. This is liable to keep 
down substantially the amount of 
paperwork. Although there has been 
considerable increase in the supply of 
office machines and indeed some are in 
easy supply, for most there is a greater 
demand than ever and longer delay 
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London, England. 


than at any time during the war. In 
general there has been an improvement 
in the supply of clerical labor and, al- 
though quality clerical workers are 
searce, it is now rare to find a company 
in any part of the country which is 
really short of clerical help. It may 
be that this may have a marked effect 
in getting better production from office 
workers. 


Inflation continues. Clerical salaries 
increase in geometric progression at the 
rate of four per cent per annum. The 
speed of inflation is likely to increase 
rapidly for government, local govern- 
ment and even more nationalized bodies 
now set the lead formerly set by good 
employers. The wise companies with 
considerable staffs train their own cleri- 
cal juniors and office machine operators. 


A new office is a rarity in this coun- 
try although enormous buildings are 
being erected in London either as gov- 
ernment buildings or to be rented to 
government departments. 


A few efforts are being made to 
measure office work and to study in- 
direct labor of this kind more fully. 
War disturbances of every kind reduced 
office output per head. The clerical 
work of the services and government 
departments was normally such as to 
reduce the effectiveness of office workers 
on return to normal life. Recovery is 
slow but definite. 

There is a greater consciousness of 
the need for photographic means of 
reproduction of documents to save re- 
typing and duplicating; and probably 
an inereasing study of form design 
throughout the country. 
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Business Education for 
Benefit of All Society 


EDWIN A. SWANSON 


President, United Business Education Association. 
Associate Professor, Depariment of Commerce, 
San Jose State College, Calif. 


USINESS education serves both in- 

dividual and group interests. In 

terms of the individual person, effee- 
tive business education enables and ac- 
tivates successful individual participa- 
tion in the business society from the 
standpoint of buying and consuming 
business goods and services. Business 
education also serves in the development 
of individual aptitudes and abilities for 
occupational participation in a great 
variety of business institutions and of- 
fices. 

In terms of group interests, effective 
business education not only helps pro- 
vide trained workers who have needed 
and desired occupational skills, which 
certainly is of general social and eco- 
nomie significance, but also helps pro- 
vide a higher level of business and eco- 
nomie understanding for better buying, 
better consuming, and greater apprecia- 
tion of business goods and _ services. 
Good business education can mean a 
great deal and can make a significant 
contribution in the long run develop- 
ment of community and group interests 
simply because business is such an im- 
portant and basic part of the way we 
live in America. 

At the high schooi or secondary school 
level, business education courses with 
specifie vocational and occupational im- 
plications are focused on what some- 
times has been called the lower-level 
clerical positions. To a great extent 
this is also the situation in the typical 
so-called private business school and as 
well in the typical junior college where 
terminal type skill training courses have 
been established. The lower-level cleri- 
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eal positions way of referring to this 
type of training is often misleading and 
contributive to misunderstanding. The 
intended meaning is simply that of sug- 
gesting the assisting and supporting 
types of business and office work: typ- 
ing of the report, not the writing of 
it; recording and transcribing the let- 
ter, not the dictating of it; classifying 
and filing the letter or communication 
item, not the preparation or review of 
it; recording the transactions established 
in routine or pattern, not the creative 
design of the accounting records nor 
their interpretation; posting from origi- 
nal entries in established form and pat- 
tern, not the basie decision related to 
understanding a complex transaction or 
adjustment; determining totals, sub- 
totals, and distributions in records of 
mathematical character, not the decision 
related to the nature of the problem 
and the creative job of deciding exactly 
what types of figures and totals might 
be needed. Tens, and maybe in some 
instances even hundreds, of these assist- 
ing and supporting workers are needed 
for every creative, productive, mana- 
gerial person. Creative and basically 
productive business activities are as- 
sisted, supported, even made possible, 
by such workers as typists, stenogra- 
phers, transcribing machine operators, 
file clerks, calculating machine opera- 
tors, and the many others that might be 
listed in special category. 

Only in cities where it is possible to 
work with relatively large educational 
units and in rather sharply specialized 
institutions is it possible to provide 
what might be called finished skill train- 
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ing in all of these clerical categories. 
On the other hand, businessmen (repre- 
senting future employers) and pupils 
(representing future employees) do have 
a right to expect of the secondary school 
level educational program in America 
basic and substantial training oppor- 
tunities of the type implied. It should 
be possible for the high school graduate 
to feel the security of knowing that he 
is ready for an initial position in busi- 
ness and industry. The employer should 
be in a position to expect reasonable 
performance and efficiency, even though 
he knows too well that all new em- 


ployees in this beginning category will 
have their chance to adapt to the spe- 
cialized character of individual assign- 
ment, their chance to increase in pro- 
ficiency and skill, and their chance to 
advance to higher positions through and 
by means of the inservice training and 
supervisory program of the individual 
business itself. Of course, employees 
coming out of specialized training insti- 
tutions, as well as those coming out of 
higher level institutions such as the 
junior college, should require less in- 
service training and supervision and 
(Continued on page 168) 


Education vs. Training 
In Office Management 


é 


C. CANBY BALDERSTON 


President, American Association of Collegiate Schools of Business. 


Dean, Wharton School of Finance & Commerce, 
University of Pennsylvania, Philadelphia. 


() sna management calls for well- 


rounded knowledge as well as for 

specialized training. The office man- 
ager needs to understand the outside 
activities served by the office as well 
as those activities that are within it. 
He needs to understand the competitive 
situation faced by the company and also 
the social and political forces playing 
upon it. He needs to comprehend the 
new rigidities surrounding the company 

ause of increased regulation by gov- 

ment. Consequently specialized 
knowledge, valuable as it is for the dis- 
charge of daily responsibilities, must 
not be so dominant as to obliterate the 
wisdom that is born of real understand- 
ing. 
Furthermore, an office manager of 
the future must understand the mean- 
ing of democratic leadership. if such a 
manager is to prove a true leader, he 
must recognize the strengths as well as 
the limitations of each person report- 
ing to him. He must so stimulate the 
interest of each of these individuals as 
to maximize his virtues and minimize 


his shortcomings. In short, he must in- 
duce each person to reach as nearly as 
possible his full potential. Such leader- 
ship can rarely be achieved by “telling 
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them”; it requires the use of the con- 
sultative method with respect to matters 
that affect employees and are of con- 
cern to them. 


These are but two of the reasons for 
stressing general, well-rounded education 
for those who are or will be in super- 
visory posts. 


Records Protection in 
Wartime and Peacetime 


A. R. HEDEMAN 


President, Safe Manufacturers National Association. 
Vice President, Shaw-Walker Co., New York. 


fortunate position in World War I 
and World War II of being free 
from attack on the mainland... . It 
is unlikely that we will be so fortunate 
again. . . . The difference will be that 


Te United States has been in the 


the methods of infiltration and sabotage 
have been improved and more effective 
weapons are available.” 

The above quotation from Principles 
of Plant Protection was recently pub- 


lished by the U. S. Department of 
Defense. That American business rea- 
lizes the possibility of direct attack is 
borne out by the great activity, par- 
ticularly in the last six months, in the 
studies being made on the problem of 
adequate record protection. Much has 
been written and spoken in _ recent 
months about the effects of bombing, 
atomic and otherwise. The opinion of 
those who have studied this seems to be 
hat the greatest danger, from the point 
f view of record-loss, occurs from the 
indirect rather than the direct effects 
of a blast. Fires caused by intense 
radiant heat in the event of atomic ex- 
plosion, combined with ruptured gas 
mains, short cireuits, broken water 
mains, disrupted fire fighting facilities 
that follow any bombing would prob- 
ably cause greater record losses than 
any direct effects of the blasts. In view 
of this many business men are studying 
their problem along the following lines: 

The first step is that of making a 


94 


complete inventory of all records used 
in the business. Once the inventory has 
been truly established, an evaluation is 
set upon each record in relation to its 
importance in being able to rebuild the 
business. From this evaluation, a reten- 
tion schedule is set up. It is not pos- 
sible to intelligently arrive at a protec- 
tion rating for records until such a 
procedure has been gone through. Once 
this is done, such questions as to what 
records should be reproduced and stored 
in other locations, what records should 
be protected without reproduction, what 
records do not need protection at the 
point of use, ete., ean be intelligently 
answered. 

Where such studies have been made, 
it became quite evident that it would 
be extremely unwise and very expensive 
to try to provide adequate protection 
for every record in the business. Many 
of the studies to date have been made 
by methods consulting organizations 
who are familiar with this problem and 
are equipped to classify records ac- 
eurately without interruption of normal 
business operations. On the basis of 
experience, records are divided into 
four classifications (as defined by the 
National Fire Protection Association) : 

Class I. Vital records, includes ree- 
ords which are irreplaceable; records 
a reproduction of which does not have 
the same value as the original; records 

(Continued on page 165) 


THe Orrice—January, 1951 





























Resolve This Year to Cultivate 
Good Habits in Your Filing 


For assured neatness, accessibility, and security of your important : 


office  papers— 


ACCO-bind them! 


ACCO-binding — which means 
punching file papers with two holes 
of 234” centers, and filing the 
papers on the prongs of an ACCO 
Fastener—has proved to be one of 
the best habits in office routine. 
Once developed, no one ever wants 
to revert to loose paper filing with 
all of its hazards of loss. and mis- 
placement. 


ACCO Fasteners can be used inde- 7 
pendently for sheet binding of 1”, © 
2”, 3”—up to 6” capacities, and are © 
incorporated in Accobind Folders of 
fine pressboard for supreme filing 
service. 


Get into this good habit of ACCO- 
binding for REAL filing satisfac- 


tion. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto. 
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You'll like the clean, uniform reproduction 
Polychrome stencils give you—uniformity 


guaranteed by the special Polychrome 
process of coating. Give your mimeo- 
graphing a professional look by specify- 
ing POLYCHROME in your next order. 


P, oint fo P, o ychrome for- 


The Best in Duplicating Supplies 
Mimeograph e Spirit e Offset 


























Modern Office Furniture 
Can Increase Production 


A, F. KRIEG 


President, Wood Office Furniture Institute. 
President, Jasper Seating Co., Jasper, Ind. 


zon of 1951: (1) Tightening of ma- 

terial and labor supply in the wood 
office furniture industry. (2) Tightening 
of the office manpower supply, in the 
face of increased business, increased 
paperwork. 

Speaking for the members of the 
Wood Office Furniture Institute, I can 
say this for the general outlook on item 
No. 1: We are working as hard as we 
ean to keep up with the demand for 
wood office furniture—and to keep up 
with the high manufacturing standards 
set by our member manufacturers. As 
it now looks, we shall continue to pro- 
duce the variety of lines and individual 
furniture pieces which we have in the 
past. Indicaiions: are that the con- 
sumers want choice right now—even if 
volume of production in each line has 
to be cut. 

We of WOFI believe that a great 
deal can be done, here and now, to 
meet the situation described in item 
No. 2. Office planning for greater pro- 
duction is the great central ideal we 
have been selling for some years now. 
Today’s wood office furniture, the prod- 
ucts of WOFI members, represents 
many improvements in design which 
were actually dictated by our study of 
consumer needs and references. Let 
me list some of these 1mprovements— 
important improvements aimed at help- 
ing increase office productior, employee 
pr sort and morale: 

Comfort factors: new 


Tex big facts stand out on the hori- 


eye-saving, 
non-glare finishes; new desk sizes to 
provide ample work-top space in less 
floor area; height-adjustments; wood- 
hardening methods to reduce wear and 
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tear at corners. 

Efficiency factors: new desk types for # 
specialized jobs; better use of drawer” 
space, and better drawer-suspension; 
island desk bases, permitting easier’ 
cleaning of offices. 

More posture comfort: more adjusta-7 
bility of office chairs, to fit the in-7 
dividual worker better, more durability” 
through use of new materials like foam” 
rubber, plastic fabrics, as well as im-) 
provements in materials like leather and” 
metals. 5 

In addition to this, we of WOFI have” 
been preaching the gospel of better of- 
fice planning, talking office economics. 
WOFT’s advertising, printed literature, 
exhibits and other publicity methods” 
have continued to hammer away at the” 
importance of office layout, correct us@ 
of color, importance of good lighting. 7 

This philosophy has been dramatized” 
in a color film which WOFIT producedy 
in which good office planning is summe 
up as “The Magic Touch.” This filmy 
tells the story of a middle-size employe® 
whose eyes are opened to the facts of 
life about his office. The employer's 
manufacturing plant, the film indicatesy 
is the last word in productive efficiency 
—with modern machinery, proper flow 
of materials, all the factors for worker 
comfort, safety and efficiency. His of- 
fice, by contrast, is something out of 
the last century—noisy, poorly or- 
ganized, inefficient. Yet his office in his 
contact with his customers. It is here 
that customers are lost through poor 
service, misplaced orders, irritable em- 
ployees. 

No matter what the office furniture 
production picture looks like six months 
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Question: 


How can men 


of management cut costs? 


Answer: By turning to the 


efficiency and economy of 
the Royal Electric! 


The Royal Electric offers manage- 
ment an extraordinarily efficient type- 
writer for every typing need—from 
the front office to the typing pool. 


The letters of the president and 
chairman of the board have a beauty, 
sparkle, and evenness that are truly 
startling. Such letters do them credit. 


And in routine typing jobs the 
Royal Electric delivers speed, clarity, 
and economy. In heavy-duty work it 
can supply as many as 20 clear carbon 
copies. 


Under all circumstances the Royal 
Electric eliminates operator fatigue 
and tension, adds to morale. 


Here’s important news! On the 
Royal Electric the controls are in the 
same position as on Royal Standard 
Typewriters. Operators are on familiar 
ground. The problem of a time- 
consuming “‘change-over’’ has been 
eliminated by the Royal Electric. 


Exclusive “Touch Control” allows 
the operator to adjust the key tension 
to give her the touch she prefers. 
“Magic” Margin permits instant 
automatic margin setting. These are 
exclusive Royal Electric features! 


Let us show you how efficient a 
Royal Electric can be in your office. 
Have your secretary send in the 
coupon. 


STANDARD Q YA ELECTRIC 


Made by the World’s Largest Manufacturer of Typewriters 


“Touch Control” and “Magic” are registered trade-marks of 
Royal Typewriter Company, Inc. 
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SEND IN COUPON NOW! 


- oe ae ee ee om ee 


Royal Typewriter Company, Inc., Dept. 43 
2 Park Avenue, New York 16, N. Y. 


I would like a copy of the brochure, “Picture of Progress,” 
describing the new Royal Electric. 


NAME 


COMPANY 


ADDRESS 








from now, good office planning prin- 
ciples will be important—more impor- 
tant than ever before, in fact. We'll be 


right there making and selling the best 


office furniture we know how. And we'll 
also be selling better office planning—to 
help you get the most out of our 


‘products! 


Pen-Pencil Industry 
Has Expanded Greatly 


LOUIS M. BROWN 


President, Fountain Pen & Mechanical Pencil Manufacturers Assn. 


Executive Vice President, Eberhard Faber Pencil Co., Brooklyn, N. Y. 


HE fountain pen and mechanical 

pencil industry continues today as 

one of the most competitive of all 
consumer goods industries. During the 
past ten years, the industry has grown 
tremendously in number, in unit pro- 
duction, and in dollar value. In 1940 
there were approximately 75 companies 
in the industry. At the present time 
some 250 concerns manufacture or as- 
semble end products in this field. 

The additional number of companies 
has reflected a similar increase in unit 
production. In 1939 the industry pro- 
duced 73% million units. In 1947 this 
had increased to 149% million units, 
and 1950 production will probably ex- 
ceed 160 million units. Ball pens, on 
the market since 1945, account for some 
of this increase, but represent only 

0% of total industry production. Like- 

ise, production value has increased 

rom a 1939 figure of $21,744,000 to a 

947 figure of $137,574,000; and the 

950 figure will be approximately $140,- 
000,000. Since dollar value per unit has 
fallen sharply in the last few years, 
these figures highlight the increased 
costs of labor and materials now faced 
by the industry. At retail, according to 
the National Stationers & Office Equip- 
ment Association, the annual sales of 
refillable writing instruments exceed 
$250,000,000. 

The future will require alertness and 
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adaptability on the part of many 
fringe producers in order to survive in 
the critical days ahead. A Fountain 
Pen & Mechanical Pencil Manufactur- 
ers’ Association committee has pre- 
sented a well received brief to the 
National Security Resources Board, for 
the purpose of establishing the essen- 
tiality of the industry from the view- 
point of both military and civilian 
needs. The problem of allocating mate- 
rials is expected to plague the indus- 
try, but it is hoped that more generous 
treatment will be accorded than in the 
last war. 

This year there probably will be some 
abandonment of industry production by 
present industry members, induced 
through difficulty of operation under a 
restricted program or through adaption 
of company facilities for participation 
in defense work. Such losses in mem- 
bership should not seriously affect the 
marketing of available writing instru- 
ments, due to the tremendous known 
potential of the industry. 

Industry members, through their na- 
tional trade association, have been 
alerted to the changing needs and prob- 
lems of the present situation, and have 
made preparations to meet them as they 
arise. The industry looks confidently 
to the future, knowing full well its’ pro- 
duction strength and its ability to serve 
the American consumer and the nation. 
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The Safety Vault Alone. ... ssi: 


Pe aca “wee - 





The "AUDITOR'S" File No. 478 


Contains: Two double index drawers for 3" x 5" or 4" x 6" 
cards (6400 capacity); card drawer can also be used for | 
cancelled checks; two ball-bearing, full width, letter size . 


drawers; a safety vault (no keys necessary, only you know 

the dial combination); three adjustable storage compart- 

ments under lock and key. Size 37/2" high, 30/2" wide, With plunger-type lock which 
17/2" deep. Cole gray baked enamel finish. ag locks all drawers. 
a No. 478PL 


The above cabinet with four letter size drawers, instead of 
two. (The additional drawers replace the lower sents 
compartment.) No. 474 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


|| COLE 





STEEL..EQOU IP WER COMPANY 
285 Madison Avenue, New York 17, N. Y. 











SSS 


ALL CALCULATIONS can be made 
WITH ONLY 10 KEYS! 


Smallest, easiest-to-operate FULLY 
AUTOMATIC ELECTRIC—for prac- 
tically all normal business calcula- 
tion. Register capacity 9-8-13 digits. 
FACIT ESA-O $550.00 


Add, subtract, multiply and divide by 
simple-to-learn typewriter touch sys- 
tem on dustproof, rustproof, fool- 
proof hand-operated FACIT TK 

$179.50 


The same calculating machines 

used by mathematicians the 

world over—FACIT Calculators 

are famous and practical be- 

cause they are built by Swedish 

OTHER FACIT CALCULATORS engineers who set the tolerance 

or special needs where a standards 8 awd American preci- 
-10- itv is j sion manufacture. 

gt gr gee FACIT NEW YORK assures 

and operated. ..... $275.00 prompt delivery, quick servicing 

a ; oe by skilled FACIT-trained repair- 

For companies desiring a engineers, and a continuous 10 

semi-automatic electric, write years’ estimated supply of spare 

for folder on FACIT NEA. parts. LITERATURE ON RE- 

$375.00. QUEST! 





All the figures on your five fingers! 


FACIT INC., 500 FIFTH AVE., NEW YORK 18, N. Y. 


Tue Orrice—January, 1951 

















Multilateral Trade Is 
Aim of U. S. Exporters 


WILLIAM E. DANJCZEK 


President, American Office Supply Exporters Association. 
President, Koh-I-Noor Pencil Co., Bloomsbury, N. J. 


of a new one is a good time to take 

a look at the past in order to antici- 
pate the future. 

The lack of dollars has been our main 
problem. It has troubled the majority 
of exporters in the office supply lines 
more than in other groups, because 
whatever dollars there were had to be 
allocated to foreign importers for (1) 
Vital imports, such as medical supplies, 
and (2) Imports for which substitutes 
could not be obtained from soft cur- 
rency areas, such as machine tools. 

The rosiest overall statistics, which 
include exports in these two categories, 
could not get the American office sup- 
ply exporter over the fact that with but 
few exceptions he could not qualify 
under these categories. Untiring in- 
genuity has enabled him to squeeze out 


Te: close of one year and the start 


some exports “in spite of it all.” But 
we must ask whether there is any hopes 
that the foreign importer will be able 
to buy one day again “to his demand’s) 
content” quality office supplies made in 
U.S.A., which he knows, likes, preferg 
and is assured of reselling to his cus# 
tomers with confidence. Yes, there is? 
A simple answer? Yes, the answer if 
simple, multilateral trade, but the roa@ 
“down Liberty Street” is long and hard 
and full of road blocks, some of w hich 
must be cleared away in Korea. 

The immediate future will no doubt 
provide additional dollars out of iné 
creased U. S. imports of strategic mates 
rials. However, the long term solution 
through multilateral trade we office sup# 
ply exporters must help achieve by 
joining all free men in their endeavog 
towards a free world. ; 


The Distributor’s Job 
In Maintaining Offices 


ZAC SMITH 


President, National Stationery & Office Equipment Association. 
Zac Smith Stationery Co., Birmingham, Ala. 


man spent all necessary funds to 

modernize and have an efficient 
plant, and spent lavishly on his home, 
but neglected entirely his office where 
he really spent most of his time. Espe- 
cially since the end of the last war, 
management has realized that the office 


N= many years ago, a management 
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is the nerve center of a business and 
that it is a paying investment to give 
office workers the very best tools to 
work with, just like workers in the shop 
or plant. 

The American office worker, and 
there are approximately 14 million in 
the U. S., is the highest paid and the 
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most efficient office worker in the world. 
Office workers, in order to do the best 
job possible, must have the best desk, 
posture chair, electric typewriter, add- 
ing machine, calculating machine, files, 
filing devices, record protection, dictat- 
ing machines, mailing machines, dupli- 
eating machines, bookkeeping machines, 
visible records, office supplies, ete. An 
employee in an office requires an invest- 
ment by management at least five times 
what was required five years ago. The 
manufacturers and distributors who are 
members of the National Stationery & 
Office Equipment Association are doing 
a fine job serving the office workers and 
industry in the U. S. 

_ Yes, during the last five years, the 
American office has been greatly im- 
proved with these better office devices 
and today they are better prepared to 
do more work and with less help and to 
cope with any new government regula- 
tions and any shortages in a far better 
manner than ever before. 


There are many reasons why manage- 
ment has changed its attitude towards 
the office. The higher wages being paid 
office workers and the high price of 
government (the increased taxes since 
we have become the policeman of the 
world) and the high price of labor, 
have made it necessary and compelled 
management to analyze cost of opera- 
tion and to know every detail of the 
business. Labor-saving devices have 
been installed for budgeting expense 
and purchasing, and all information 
and data is secured by office workers. 
The office is really the heart of the busi- 
ness and the guiding hand for manage- 
ment. 

The American office is better pre- 
pared and equipped to function in war 
or peace in a more efficient manner 
today than ever before and certainly 
better than in any other country of the 
world. However, the need for better 
office supplies and equipment is tre- 

(Continued on page 157) 


Products and Services 
Of Forms Distributors 


F, J. RING 


Secretary, National Business Forms Associates. 
Modern Business Forms Co., Chicago. 


HE manifold business form started 
out in a very humble way not too 
many years ago. It consisted of a 
iihead, the largest part of which was 
devoted to the company name and usu- 
ally a series of curlicues, and two or 
three unprinted sheets. The printer was 
the salesman. He produced the form 
on a hand-operated press, and then 
forgot about the job until the customer 
made it known he needed more forms. 
It’s a far cry from those early days 
to the present streamlined business 
forms-producing plants with their bat- 
tery of rotary presses and automatic 
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collating equipment, and to the hun- 
dreds of independent business form 
distributors whose primary job it is to 
create, design, service and distribute the 
great variation of time and labor-saving 


form systems that are used on modern 


business machines. Such an organiza- 
tion is the National Business Forms 
Associates, a national organization de- 
voted to the distribution of quality 
products and services. 

Of major importance to the success 
of any company is the quality of its 
products and its services. Every opera- 

(Continued on page 159) 
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AP ODETTE 


Hew \RlEWOrFILIE 


THE WORLD’S 


. > P ~ Finest Kevoluing File 


BY EVERY STANDARD OF COMPARISON 


Uses your present cards 
Speeds flow of work 

Cuts office costs 

Uses less floor space 

Faster “in-out” filing 
Greater operating efficiency 
Wide application 

Use Revo-File anywhere 
Beautifully styled 


Precision built 





Model “C” features a Write today for illus- 
self-contained locking trated folder giving full 
cover. details on “The Systems 
Man's Revolving File.” 


ke 


ot! 


CAN BE OPERATED FROM ANY DESIRED ANGLE 

Revo-File can be operated from any point of the compass — to exactly 
suit the convenience of the operator. Revo-File can be positioned so 
that the cards approach in the matural line of vision at desk height. 


EASIER TO SEE WITH THE VISUAL “‘Y”’ 

Revo-File’s wide open Visual ‘“V” angle makes any desired card quickly 
visible from either a standing or sitting position . . . does away with 
the need for up-ending cards to retain filing position . . . saves valu- 
able time on office record checking. 


REVO-FILE SALES, 11 Park Place, New York 7, N. Y. 
In Canada: REVO-FILE LTD., Birks Building, Montreal 2. 
Cem RES BSS SSS SS 
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if you haven't 
thrown it out 
already__— 


DO IT NOW! 


Make no mistake about it, you can throw out your accounts pay- 
able ledger entirely! Many companies have already done this... 
to their time-saving, money-saving advantage. You can, too, when 
you use the scientifically designed Blue Streak voucher checks 
made by Todd. What’s more, your payments will be prestige- 
packaged! 

With Todd Blue Streak vouchers, there’s no need to write 
separate check stubs, check registers or receipts. Envelope- 
addressing is out! Cash book and purchase journal postings can 
be reduced to only one a day, even if you write hundreds of checks 
daily. You cut ledger postings to almost zero... save yourself 
needless, time- wasting historical accounting... and gain better 
internal control. 

Todd Blue Streak vouchers are printed on Protod-Greenbac 
paper — guaranteed protection against alteration and counter- 
feiting. Find out about them—no cost or obligation. Mail the 
coupon now! 








Jj@R eRe eae ew ee ee ee ee eee ee ee ee ee ee ee oe oe ae eS 
THE TODD COMPANY, Inc., Rochester 3, N.Y. 

Please give me full details about Todd Blue 
Streak vouchers that eliminate accounts payable 
ledgers...save time and money. 


Address 


ROCHESTER NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD By 


City 


! 
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Canada Lifts All Import 
Bars on Office Machines 


K. C, DALGLISH 


President, Canadian Business Equipment Manufacturers Association. 
Vice President & General Manager, Pitney-Bowes of Canada, Lid., 


Toronto. 


E events and decisions of the past 
year, at home and abroad, will doubt- 
less shape the course of Canadian 
business for two, three, four or more 
years ahead. Our course has been set; 
it remains now for world events to 
accelerate or decelerate our speed 
along that course. The effect of the in- 
ternational situation on business gener- 
ally was clearly indicated during 1950. 

In 1949, the United States entered 
what the economists had long prophe- 
sized—a recession of business. It had 
little effect on Canadian business during 


that year, nevertheless we approached 
in 1950 what looked like a general i. 
ing-off period. By March 1950 the Do- 
minion Bureau of Statistics oa 
showed 312,000 persons unemployed 
late spring the Employment Ser 
showed over 40,000 applicants for je@bs 
. for the first five months of the yé 
more than 62 million dollars had béen 
paid out in unemployment insuratiee 
benefits. To many it looked like the Be- 
ginning of a serious slowing down of 
the postwar machine. And then alniget 
(Continued on page 136) ; 


British Manufacturers ; 


Aid Rearming Program 


C. J. MORTIMER > 


President, Association of British Business Equipment 


Manufacturers 


Director, Leabank Chairs Ltd., London, England. 


in Great Britain realize that in 
1951—provided that the cold war 
does not warm up too much—we shall 
be faced with a great opportunity to 
assist in the national effort and we fully 
intend to be equal to the occasion. The 
demand for products of all kinds, both 
for export and home consumption 
should continue buoyant, stimulated as 
it will be by the increased expenditure 
on rearmament. Consequently both in 
this country as with you an increased 
pressure will be felt on all available 
productive resources. 
This is where our industry will be 


W: in the office equipment industry 
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able to play its part. Efficiency in the 
factory is dependent on efficiency in the 
office, and it is by means of the mipst 
efficient office equipment that the most 
effective use is made of all available 
manpower and materials. As producers 
of this vital equipment we should there- 
fore enter 1951 with a firm resolution 
to play our part well to help in the 
national effort. We can do this with 
confidence with the sure knowledge that 
our part will be a worthy one. 

I therefore hope that 1951 will be for 
all readers on both sides of the Atlantic 
a year of increased effort and increased 
success. 





France Is Increasing 
Office Systems Products 


GEORGE VIEILLARD 


President, Chambre Syndicale des Fabricants Francais 


de Materiel de Bureau. 


Cie. des Machines Bull, Paris, France. 


S a consequence of last years’ 
events, no big corporate manifesta- 
tion has taken place in France since 
1e war; in fact it is not to be over- 
oked that while national industries 
ave enormously increased during the 
st six years, the introduction of for- 
ign machinery on the contrary re- 
ained always limited by regulations 
cause of monetary difficulties. 
As things are now growing better, an 
ternational show of office equipment 
as organized in Paris, in October 
50, and it was a real success because 
at exhibition gathered together the 
st modern machines, devices and 
uipment of every kind manufactured 
France and in other countries, and 
iefly because of the big number of 
itors and the interest they mani- 
ted. We have to stress this last point, 
ause it will allow us to better under 
d the French market. 
rom the number of important 
nufacturers and high functionaries 
visited the show, we could take a 


good account of the advanced knowl- 
edge of users in organization of ad- 
ministrative work. How earnestly those 
people, responsible for important pub- 
lic or private concerns, take into con- 
sideration everything which will increase 
office efficiency. In fact the time has 
come when administrative management 
takes a preponderant place as a con- 
dition for success, and coming inter- 
national events will only increase the 
need of it. 

All countries nowadays, with the 
dangers which threaten civilization, must 
be ready for new duties and/new sacri- 
fices. Success will belong to him who 
best turns his resources to account, to 
satisfy his wants at the lowest cost. 
That all requires well organized, quick 
and efficient administrative equipment, 
which cannot be conceived without the 
use of modern machinery. Thus we have 
our part to play in our field, a task to 
fulfill, a veritable mission. We are 
aware of that, and well resolved to do 
our duty. 


erman Office Industry 
sing Over Difficulties 


HANS-JOACHIM RUNTE 


President, Fachgemeinschaft Biromaschinen der Westdeutschen 


Buromaschinen-Industrie. 


Director, Brunsviga-Maschinenwerke, Braunschweig, Germany. 


HE new year suggests a retrospec- 
tive view as well as a look ahead. 
As president of the Fachgemeinschaft 
Buromaschinen der Westdeutschen 
Buromaschinen-Industrie I feel able in 
some way to speak of the previous 
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period and to express the hope that fu- 
ture development will not be disturbed. 
For a full understanding of the situa- 
tion in Western Germany I must be 
allowed to go back to the starting point 


of this development since 1945. In the 
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THE BERT M. MORRIS CO. has been 
extremely careful to design all 
their desk equipment for sturdy— 
efficient—time saving usage with- 
out sacrificing smartness. A rich 
appointment to any executive’s 
desk, yet the complete setting 
shown—pen set, memo pad, phone 
rest, letter tray, ash tray and book 
ends, retail for little more than 
the cost of one higher priced,— 
comparable fountain pen set. 








Greal NAMES IN INDUSTRY 


Greal DESK EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold. 


MORRISET — the constant. 
flowing, all-round writing 
implement that holds a 
full 2/2 ounces of ink for 
months of writing without 
refill. Absolutely will not 
flood. Choice of five quick- 
ly replaceable “thread-in” 
points — extra fine, fine, 
medium, brood, stub. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Mor- 
ris writing sets are 
equipped with iridium 
tipped points and 
each point is tested 
at factory by actual 
writing 





BERT M. 








MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS 

an efficient and eco- 
nomical pen set with 
“thread-in” point sec- 
tion. A realtime and 
money saver in any 
office. 


BOOK ENDS — MORRIS 
BOOK-EZE — at last an 
inexpensive book end 


to match modern of- 


fice furniture. 


ORRIS CO. 
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MORRIS MEMO PADS 
available in twotypes. 
With Jewelers Bronze 
bar that drops as pa- 
per is used or stand- 
ard box style. 


8651 WEST THIRD STREET - LOS ANGELES 48, CALIFORNIA 


MORRIS LETTER TRAY-- 


strong two point sus- 


pension allows access 
from entire front 
and both sides. Tiers 
quickly added, legal 
or letter size 


MORRIS ASH TRAY — A 
real He-Man ash tray 
Glass lined, perfect 
for desk or confer- 
ence table 
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START THE YEAR OFF RIGHT 
WITH 


FLAT-RITE 
VISIBLE BINDERS 


that Automatically 
opens to a FLATTER 
WRITING SURFACE 


liminates rocking and juggling 
pn desks. A flatter smoother 
riting surface for neater records. 
he cushioned rubber hinges 
won't scratch up your desks. A 
smooth trouble free shifting 
device permits quick inserting 
and record arranging. 


Let Cesco, a reliable trademark for over 
50 years, help you with binders, forms, 
and record keeping equipment for 1951. 


FREE LITERATURE ON REQUEST 


THE C. E. SHEPPARD CO. 


44-03 21st St. * Long Island City |, N. Y. 
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Republic of Western Germany, 48 mil- 
lion people live with less natural re- 
sources than any other country in the 
world except Japan. In a very few 
years the republic has had to absorb 8 
million completely destitute refugees, 
and was necessarily obliged to give 
them work. in industry, the capacity had 
been reduced to 68% of its former state. 
One quarter of Western German hous- 
ing was destroyed; industrial workers 
had been decimated and evacuated, and 
several million of them returned very 
slowly from POW camps. 


For this reason as well as because of 
war losses, gaps had opened in the pro- 
ductive generation. Dismantling, restitu- 
tions, restriction of production, loss of 
German patents and trade marks, and 
loss of German property abroad: all 
were hindering our development. The 
situation of all industry was rather 
unpleasant; the picture of the industry 
for office machinery looked even worse. 
Of all office machine production, 83% 
was situated in what is now the Rus- 
sian Zone of Germany and Berlin, and 
thus separated from Western Germany 
where only 17% of this particular in- 
dustry was situated, a poor remainder 
and oddly disproportioned in the struc- 
ture. In this small residuum the pro- 
ductional basis for certain office ma- 
chinery branches was missing com- 
pletely. For some branches the basis 
was rather limited, and only a small 
proportion found itself in a compara- 
tively good position. Furthermore, there 
arose difficulties in getting the necessary 
raw materials; the output was reduced 
because of insufficient food and dwell- 
ing possibilities for the workers and, 
last but not least, restraining economic 
measures hindered the expansion of pri- 
vate initiative. 

The change in office machine pro- 
duction took place after July 1948 with 
the change in our political economy, dis- 
tinguished by a radical elimination of 
market restrictions and renewal of a 
liberal market. The traditional West 
German factories increased their pro- 
duction from month to month and new 
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works grew up of which a considerable 
number already supply the market and 
several others are starting operations. 

Thus our office machine production 
has both broadened and enlarged, and 
this process of expansion has not yet 
been terminated. The value of the 
actual output gives an impressive pic- 
ture of the stage of construction that 
has been reached. With a value of 140- 
150 million DM, which the output of 
the office machine industry of Western 
Germany will show in 1950, the volume 
will be 8 times as large as that of 1947 
(almost rock bottom) or 5 times as 
large as that of 1948. In comparison 
with 1949 the increase will amount to 
almost 60% during the last 12 months. 

With few exceptions the export of 
Western German office machines began 
to function only recently. For a quicker 
development the political and commer- 
cial requirements were missing. In 1948 
the value of the export quota reached 
10% of the total turnover; in 1949 
it was only 7% and in the first half of 
1950 it amounted to nearly 15%. 

Our growing export volume is espe- 
cially the result of our business friends’ 
affection and loyalty to our products, all 
over the world, who today face a con- 
siderably greater competition on the in- 
ternational market than ever before. 
Furthermore, the fate of our patents 
and trade marks is still uncertain, since 
they have not been given back to their 
proprietors. This situation does not 
meet with an international economic con- 
stitution which is supposed to be built 
up on the protection and unconditional 
recognition of property. 

Arriving at the end of this article to 
the prospective development of our in- 
dustry, I cannot be expected to give an 
irrevocable prognostication in a time 
when the ‘political situation is as un- 
settled as it is as present. We can 
only hope that international trade will 
be intensified and free of any disturb- 
ances so that the standard of living in 
all participating countries may be in- 
creased—an aim which we on our part 
want to support with all our means. 
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smooth 
as a black 
lead pencil! 





Not tacky... not crumbly 
..-Colorbrite doesn’t feel 
like a colored pencil at all! 
But try one—the lead is 
packed with intense, brilliant 
color! Colorbrite writing 
is easier to read, even on 
colored papers or under 
fluorescent lights. What’s 
more, its superstrong, elastic 
lead will bend to absorb 
writing pressure strain... 
guaranteed not to break in 
normal use! And work is 
wet-proof, smear -proof— 
yes, even fade-proof. 


Colorbrite 


sy EBERHARD FABER 


TRADE MARKS REG. U S. PAT. OFF 
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Britain Plans a Great 
Office Equipment Exhibit 


W. B. WOODS 


President, Otfice Appliance Trades Association 


of Great Britain & Ireland. 


Director, National Cash Register Co., Ltd., London. 


HE general economic conditions 

which have existed since the end of 

the war have led to a greatly in- 
creased appreciation in Great Britain 
of the need for office efficiency, and our 
industry has made every effort to meet 
the demand for up-to-date office equip- 
ment of all types. 

The increased emphasis on the plan- 
ning of production, particularly for the 
export market, necessarily means an in- 
crease in office and factory records. 
Whereas, in past years, organizations 
were content with general records — 
often of an historical type—the need 
to reduce overheads to a minimum ealls 
for much more detailed and up-to-the- 
minute information to be available. 
Even if it were possible to contem- 
plate the preparation of such informa- 
tion by hand methods, the clerical per- 
sonnel is just not available. 

The whole problem is still further 
accentuated by the increased defense 
needs of the country. Planning of pro- 
duction means accurate paperwork for 
age the jobs through the nu- 





1erous operations and processes. Still 


“more detailed costings are required if 
waste is to be avoided. Shortages in 
key materials mean stock records which 
can be kept up to the minute, and which 
are available for visual examination at 


a moment’s notice. Additional person- 
nel in the works mean more pay records, 
with corresponding labor analyses, ete. 
Paperwork of all types of organizations 
is being increased by these factors, and 
the only way by which this increased 
work can be handled is by employing 
modern equipment. There is also an 
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increase in the demands of the Service 
Ministries; as modern aids to efficiency 
are vitally necessary to the armed 
forces. 

In Great Britain the productive ¢a- 
pacity of the office appliance industry 
has been greatly expanded since 1945. 
Many old established British firms have 
enlarged their plants and are producing 
office equipment on a scale never con- 
templated before the war. Also, thanks 
to the farsightedness of many American 
manufacturers, branch factories have 
been established in Britain, and in many 
cases these are in full production of 
the most modern line of products. 

The freeing of much of Europe’s 
trade under EPA will necessarily mean 
increased competition from European 
manufacturers, but this in itself is a 
spur to the industry as a whole, and 
will lead to increased internal efficiency. 

I think it is true to say that 1951 will 
be a year of opportunity and service 
for our industry. We have every con- 
fidence in our ability to meet the chal- 
lenge. The visual expression of our 
faith will be the 1951 Business Ef- 
ficiency Exhibition, which is being held 
during June in the Grand Hall of 
Olympia in conjunction with the Fes- 
tival of Britain, and will, we believe, 
be the largest business exhibition ever 
to be held. The available floor space is 
no less than 165,000 sq. ft., and stands 
will range in size from 100 to 4,000 sq. 
ft., while nearly 100 firms will be ex- 
hibiting. Many new products will be 
highlighted at this exhibition. 

Novel features of the exhibition will 

(Continued on page 140) 
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better 
insid. communication 


for today’s 
increased 
production 


Zi 
KELLOGG ~~“ Me 


SELECT-O-PHONE / 
THE (nsidé VOICE OF BUSINESS 


VICE PRESIDENT SECRETARY COMPTROLLER PERSONNEL MGR. DEPARTMENT HEADS TREASURER BOOKKEEPING 2 


The stepped-up tempo of American SELECT-O-PHONE requires no ope- 
business demands maximum efficiency _rator! It leaves your switchboard free 
within every organization. Getting jobs of inside calls—better able to handle 
done — getting orders out—requires those important incoming and outgo- 
instant interchange of ideas—split- ing calls so essential to every business. 
second communication with business Get the facts. 

associates! SELECT-O-PHONE, the 

automatic, private inside communica- Pe eeeceee2eeroe2e=24 
tion system, is the answer! 

: CO. SELECT-O-PHONE DIVISION, Dept. 10-A-1 
With SELECT-O-PHONE youcea lk | te a a ate 
individually or collectively, at the flick Please foot gor Aces, i ae save 
of a dial - — can use it eee hours and dollars with SELECT-O-PHONE. 
ences and with a paging or locating 
system. NAME 





COMPANY. 


§ city ZONE__STATE___ 
SEND COUPON NOW! & : 
iInaeeaeaee @ eaaneoae aa 
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PLASTIC BINDER 


Collier Mfg. Corp., 75 E. Wacker Drive, 
Chicago 1, Ill., using the successful Bind- 
All principles developed by C. E. Emmer 
Co., is marketing a Bind-All Plastic 
Binder which is fully transparent and 
completely reveals the publication’s 
cover and backbone, yet protects it 
against dirt, wear and rough handling. 
The Bind-All Binder is ideal for maga- 
zines in reception rooms, business reports, 
catalogs and price lists in offices and for 
reference and information books in li- 
braries. Constructed of heavy-gauge, 
flexible Vinylite plastic, the Bind-All 
Binder cannot crack, burn or deteriorate. 
Top and bottom of the prescored hinge- 
fold have electronically welded coil 
spring mountings. Books are held in 
place by two connecting rods, inserted 
between the pages of the material to be 
bound and fastened instantly into the 
coil springs. Magazines, catalogs or any 
other publications need no drilling or 
punching, yet remain perfectly secure 
and are easily and instantly interchange- 
able. Bind-All Plastic Binder requires 
no backbone stamping or cover imprint- 
ing as the publication cover is plainly 
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visible. Available in sizes to fit standard 
publications or made to fit any specifica- 
tions, Bind-All plastic binder is the first 
of a group of electronically fabricated 
plastic products to be placed on the mar- 
ket by the above company. 


PHOTOCOPY MACHINE 

Charles Bruning Co., 100 Reade St., 
New York 13, N. Y., announces the BW 
Copyfiex, specifically designed to make 
low-cost direct positive copies anywhere 
in an office. This machine uses the BW 
Diazo process and accomplishes the entire 
copying process within itself. It needs 
no inks, tray developing, dark rooms, 
subdued or special lighting. It has no 
fumes and does not require any make- 
ready, plumbing, or exhaust fans. No 
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stencil, negative, or special training is 
required. In seconds, and without adjust- 
ment, machine copies any size of original 
matter up to 114%” wide by any length. 
Copies are clean, smudgeproof and ex- 
actly like original with the last copy as 
sharp and legible as the first in any 
quantity. Cost of an 814” by 11% size 
copy averages under 2c, including labor, 
materials, machine depreciation, and all 
other charges. Machine needs no installa- 
tion, it can be placed anywhere in an 
office, connected to ordinary electric 
light line carrying 60 cycle, 110 volt AC. 
Machine is 2914” wide, 28” deep, 50” 
high, and easily moved from room to 
room. Soft, neutral hammertone finish 
renders it unobtrusive in any surround- 
ings. If original is marked on both sides 
or on opaque stock, machine copies it 
onto reflex film which is then used to 
make as many copies as are desired. 
Both sides of an original can be copied 
without dark rooms, special lighting, 
washing tanks, or tray development as 
all exposing and developing of the film 
is done within and by the machine. 


STENCIL DUPLICATOR 


Mid-Continent Sales Co., 11i W. Jack- 
son Blvd., Chicago 4, Ill., are exclusive 
U. 8. distributors of the Presto Model X 
Stencil Duplicator manufactured in Hol- 
land by Hadewe Duplieatorfabrieken. 
Features include closed drum that is 


easily removable for color printing; in- 
side semi-automatic inking brush with 
individual operating handle on the out- 
side; automatic feed with stabilizer bar; 
collapsible receiving tray that slides 
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under the machine when not in use, mak- 
ing a compact unit for storage; and 
carefully machined and hardened parts 
for long wear. This machine uses stand- 
ard 4-hole legal size stencil. Takes paper 
from post cards to legal size, and has a 
full 8” printable width. It is fully guar- 
anteed. Large stocks are being carried. 
List price is $45 f.o.b. Chicago, plus ex- 
cise tax. Work is now in progress in 
setting up a sales and dealer organiza- 
tion. 


PAPER JOGGER : 


Mimeograph Supply Co., P. O. Box ® 
302, Wichita 1, Kans., makes the Lectro-~ 
jog Paper Jogger which will align more> 
than 50,000 sheets an hour. There are 
no operating controls except a positive 


on-off switch and motor will not stall 
under load. Machine will handle any 
weight paper from one-time carbon and 
tissue up to 150-lb. 3-ply board in any 
size from 3” x 5” to 17” x 22”. Anyone 
can use machine which weighs 20 Ibs. 
and can be carried anywhere. It oceu- 
pies less than 8” x 12” desk space and 
will align 500 sheets of 20-lb. paper in 
10 seconds which is at least 10 times 
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faster than is done by hand in an office. 
The Electrojog is made with either AC 
or AC-DC motor, may be had on 10-day 
free trial by any rated firm and carries 
l-year guarantee. Finished in two-tone 
gray with red and chrome trim, it is 
shipped prepaid, ready to use, for $59.50 
for AC and $2 extra for universal motor. 


DISC-ERASER 


Gray Mfg. Co., Hartford 1, Conn., 
makes the VE-2 Model Gray VoicEraser 
with which Gray Audograph records can 
be resurfaced and re-used up to 50 times 
because the Audograph method of dicta- 
tion recording embosses the plastic rec- 
ords instead of etching them. The surface 
is grooved by a diamond embossing 
stylus. When the record is processed in 
the VoicEraser, heat floats the plastic 
back into the grooves and restores the 
surface in approximately 3 seconds. The 
new VE-2 model washes as it erases. 
This completely eliminates the possibil- 
ity of any surface dirt being ground into 
the rejuvenated record. Dises are fed 
into the machine by hand and carried 


through brushes under a detergent solu- 
tion and warm water before they go into 
the erasing process. The VoicEraser can 
operate three to four times as fast as 
other machines of this type. Machine is 
installed in dealers’ offices, and customers 
turn in Audograph records in lots of 100. 
Firms having confidential records to be 
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resurfaced may arrange with Gray to 
have the machine used on their premises 
with a Gray operator working under 
their supervision. Cost of resurfacing 
has been kept at a minimum. A 20- 
minute record (original cost 6c) can be 
resurfaced for 3c; a half-hour record 
(original cost 9c) is 4e; and an hour 
record (original cost 13%4c) is 5c. This 
means that the dises for 51 hours of dic- 
tation time can cost as low as $2.64. 


LAYOUT KIT 


Visual Planning Equipment Co., Penn- 
sylvania Ave. & River, Oakmont (Alle- 
gheny County), Pa., makes a 200-piece 
kit of machines, benches, trucks, con- 
veyors, materials-handling equipment, 








office and toilet equipment together with 
a 12” x 18” Lucite planning board, col- 
umns and layout tape. The planning kit 
will not plan a specific plant, but will 
enable the user to test the merit of this 
type of planning before accepting or re- 
jecting its values. This unit has been 
developed to sell at $97.50 f.o.b. Oakmont 
to demonstrate Visual Planning Equip- 
ment. 


VISIBLE RECORDS 


Boorum & Pease Co., Dept. O, 84 Hud- 
son Ave., Brooklyn 1, N. Y., offers a 
free booklet deseribing and illustrating 
all facts on their visible records equip- 
ment and forms for various types of 
housings. 
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SMALL FILE 
Cole Steel Equipment Co., 285 Madison 
Ave., New York 17, N. Y., makes the 
Cole Junior File, No. 197Y, which is 
small enough to fit almost any space and 
large enough to keep papers orderly. File 


is 37%” high, 1744” wide, 17%” deep, 
finished in Cole gray baked enamel. Top 
compartment consists of steel safety 
vault with combination dial lock for 
valuables. Below it are 2 ball bearing 
letter files. List price is $48.50. With 
plunger type lock for both drawers, list 
is $55. Shipping weight 55 lbs. 


ANTI-STATIC COMPOUND 


Merix Chemical Co., 1021 East 55 St., 
Chicago 15, Ill, offer two anti-static 
compounds for removing static elec- 
tricity. Compound No. 79 is for applica- 
tion to smooth surfaces like duplicator 
rollers, microfilm and photocopy ma- 
chines, dictating machine cylinders, discs 
and wire; folding machines, plastic office 
equipment, blueprinters, addressing ma- 
chines, ete. Compound No. 79-OL is for 
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treating fabrics like carpets, leather up- 
holstery, canvas, etc. The compounds are 
non-flammable, fairly fast drying and 
practically invisible. They can be 
sprayed, wiped or brushed on finished 
products and often compounded at some 
manufacturing stage. Complete details 
can be had from above address. 


ADDRESSING SYSTEM 


Ditto, Inc., 604 8. Oakley Blvd., Chi- 
cago 12, Ill., makes possible using @ 
liquid duplicator for addressing gummed 
labels by furnishing master sheets which) 
are ruled into 33 spaces. They also pro® 
vide gummed perforated copy sheets 
which likewise are divided into 3 
spaces. By typing the address on thé 
master sheet, 33 to each 814”x1l” page 
the user can duplicate as many copies of 
these addresses as he is likely to us@ 
in a reasonable length of time. The mas? 
ter itself is then filed for use at a later 
date to reproduce additional copies of 
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TYPE ADDRESSES ON 
DITTO MASTER 


USE PERFORATED GUMMED 
LABEL STOCK TO REPRO- 
DUCE COPIES. 








SEPARATE LABELS AND PASTE ON ENVELOPES OR FOLDERS 


the sheet as required. When a mailing is 
ready to send out the gummed labels 
reproduced on Ditto are separated, 
moistened and attached to the envelope 
or mailing piece. The balance of the 
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copies are kept in file for later use. Mail- 
ing list is kept up-to-date by using one 
of the gummed labels to paste on a 
3”x5” ecard which is kept in file either 
alphabetically or by number. All addi- 
tions, changes and deletions are made on 
that card file and can be carried to the 
master file by crossing out incorrect or 
obsolete address and making new masters 
for the corrected address. If corrections 
are numerous, entire list may be retyped 
from time to time. Sample master sheets 
and gummed labels may be had from 
above address. 


FANFOLD FORMS 


American Lithofold Corp., 500 Bittner 
St., St. Louis 15, Mo., makes Lithofold 
forms, designed to save hours lost in 
non-productive, large-volume form writ- 
ing, and thus lower administrative costs. 
Designed for fanfold machines in truck- 
ing, railroad, airline and other industries 
where mass, single-purpose forms such 
as bills of lading or manufacturing orders 
are required. Lithofold forms are sup- 
plied with or without interleaved car- 
bons. Samples can be had from above 
address. 


DICTATION SYSTEM 


‘Thomas A, Edison, Ine., 75 Lakeside 
ve., West Orange, N. J., has developed 
emote control dictation TeleVoice Sys- 
em which consists of from 1 to 20 mod- 
ed telephones directly connected to a 
sntral recording instrument located near 

e secretary. The recording instrument 

the Edison TeleVoicewriter which re- 
ords dictation received on plastic dises. 
Transcription of the dictated matter is 
done with the standard Edison Dise See- 
retarial Unit. The TeleVoice Stations 
(phone extensions) can be located any 
distance from the TeleVoicewriter. Each 
station gives the dictator every service 
he needs to dictate easily and accurately, 
including a means of listening back to 
what he has said and the facility for 
recording corrections. Unlike individual 
dictating machines, the dictator has only 
those functions to perform which are a 
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direct part of actual dictation. The sec- 
retary takes care of changing the discs 
and index slips. Since the work is de- 
livered to herby direct wire, her flow 
of work is even and messenger services 
are minimized. Provision is made for 
eliminating conflict between dictators 
who might wish to use it simultaneously 
because only dictators with a low volume 
of letter writing are put on the Tele- 
Voice System and the chances of finding 
the ‘‘line in use’’ are only one in four 
and even then there is only a one minute 
wait, according to the company, because 


the average letter is only 120 words 
long. The vast majority of those who 


dictate are low volume dictators. A 
positive warning signal in the form of 
a small red light on each phone goes on 
when the system is being used, making 
it unnecessary to pick up the receiver 
and listen to find out if all is clear. 
Heavy volume dictators or those doing 
confidential work are normally given in- 
dividual Dise Edison Voicewriter record- 
ing instruments, which record on the 
same dise records as the TeleVoicewriter. 
TeleVoice Stations (extensions) are made 
in both desk type and mount type phones. 
Each phone base has one button and 
signal light. Button is used both for 
making corrections and for listening 
back. In the handle is a talk switch 
that is held down during dictation; it 
starts and stops the disc on the Tele- 
Voicewriter recording instrument. The 
dictator records correction marks on the 
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How to Cure Your Bottlenecks 
The way to cure your bottlenecks is the way of over 10,000 successful U.S. firms. 
All of these firms use Wassell PRODUC-TROL Controls — to spotlight every pro- 


duction factor that could possibly lead to bottlenecks. These leading firms avoid 
those embarrassing oversights that result in shortages of materials and parts. 


Every Vital Factor in Plain Sight 
All potential bottlenecks show up instantly on PRODUC-TROL— whether finished 
parts, orders in production, or raw materials. From the moment every finished part, 
order in production, or raw material is placed on PRODUC-TROL, you have Man- 
agement by Exception at its best — in ALL vital factors. Each factor is signaled in 
color. Instantly and unmistakably the exceptions that call for management attention 
appear — which factors are lagging —- which ones might become bottlenecks. 


These are the “exceptions to routine, plan, or standard.” These alone call for execu- 
tive action under Management by Exception. Until on-schedule items show signs 
of becoming future bottlenecks, they can safely be left to routine follow-up. 


Such control by PRODUC-TROL is equally effective for ALL kinds of orders — 
Sales, Purchase, Engineering, r 
Tooling, Machine Loads, Man- ! 
ufacturing. It will take but 
a moment to send in this | 
coupon and get full data on ; 
| 
! 
L 


en ean, 
Wassell Organization Inc. 
Westport 5, Conn. 
Without obligation I would like to have 
full data on PRODUC-TROL. 
NAME | : 
__ RRIRERPRE SE SRS Te Bs RR my Po A coat one 


(Please atrach to, or write on, your business letterhead) 


PRODUC-TROL for any con- 
trol application you may have 
in mind. 
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ris ROTARY FILES 


GIVE You 5O% GREATER FILING 
CAPACITY WITH YOUR PRESENT 


CARDS AT A LOWER INITIAL COST. 


*EXCLUSIVE ... 
Special compres- [ 
sion block for tab- Mi 
vlating cards. 


Rotary trays «ks 
in position... 


cannot roll back, 


* Instant removal of 
one card or a full 
ee ee 
your present cards. 


*Finger-tip control 
- « « locking slide 
cover keeps your 
records safe. 


Greater efficiency . ... convenience... 

accessibility for your Stock Control, 

Inventory, Purchase, Production, Cost, 

Sales, Payroll, Personnel, and Credit records. The FERRIS ROTARY FILE is 
unequalled because FERRIS is the only rotary file that permits cross-filing and 
complete indexing! It eliminates punched cards, belts, clips, rods — awkward 
fastening devices. Transfer your present cards instantly into removable trays. 
Filing is quicker . . . easier for your operator. You save Time, Wasted Motion, 
Floor Space and above all Cost! 


DEALERS .. . attractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD @ STRATFORD, CONNECTICUT 
IN CANADA: 26 QUEEN ST. EAST © TORONTO, CANADA 
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index slip by pressing the button located | 
on the base of the TeleVoice extension | 
while holding the talk switch down. To | 


listen back the dictator presses the base 
button. Length marks on the index slip 
are automatically recorded by’ hanging 
up. This assures the secretary the same 
ease of transcription she now has with 


the standard Dise Edison Voicewriter. | 


While as many as 20 TeleVoice Stations 
can be wired to one TeleVoicewriter re- 
corder, the average for commercial in- 
stallations is 10. It is easy to add more 
extensions if personnel is increased or 
more central recording units if the work 
load increases sufficiently to require it. 


PORTABLE TYPEWRITER 


Inter-Continental Trading Corp., 90 
West St., New York 6, N. Y., distribute 
the Olympia Portable Typewriter, made 
in the Western Zone of Germany. Its 
dust-protecting case is finished in choice 
of black, wine red or olive green crackle 
enamel, and the machine has many opera- 
tional features such as convenient line- 


spacer lever for carriage return, line- 
adjusting lever for single, 1144 and double 
spacing, line indicator plate with paper 
holder which allows typing from top to 
bottom edges of paper, handy carriage 
release and platen release knob, ribbon 
adjusting lever for black, red or stencil 
cutting, 44 non-glare keys including left 
and right shift keys, left and right mar- 
ginal stops, automatic ribbon reverse and 
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DAV-SON 


THE STANDARD OF 
BULLETIN BOARD QUALITY 











Dav-Son Cork Back 

Bulletin Boards For 

Pinning Up 

Announcements, 

Photographs, 

Letters, etc. 

@ Indoor and 
Outdoor Styles 

® Hardwood or 
Metal Frames 

@ With or Without 
Locking Glass 
Doors 

@ Many Sizes in 
Stoc 


Dav-Son Changeable 
Letter Directories 
For Lobby, Office or 
Outdoor Use. 


@ Wide Variety of 
Styles and Sizes 

@ Glass Enclosed 
Front 


Hardwood or 
Metal Frames 
Highest Quality 
Felt Background 
in Choice of 
Several Colors 


Many Letter Styles 
and Sizes 


Dav-Son Name 
Plates For 
Desk, Door or 
Wall 

Mounting @ Choice of Matching Wood Bases 
@ Names May Be Changed at 
Low Cost 


Write for Full Particulars and Prices 


A, C, DAVENPORT & SON, INC. 


Established 1932 
311 N. Des Plaines St., Chicago 6, Ill. 


Migrs. of Bulletin Boards for Every Need 











ENVELOPE CO. 


1 Envelope Terrace 


Worcester 4, Mass. 


The Envelopes with the FLAVOR SEAL Flap 
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clear type with high striking power for 
making many legible carbon copies. The 
Olympia Portable has quiet shift key 
and carriage return and comes in attrac- 
tive carrying case and exclusive dealer- 
ships are offered. Literature and com- 
plete information from above address. 


ACCOUNTING SYSTEM 


Charles R. Hadley Co., 328 N. Los 
Angeles St., Los Angeles 12, Calif., an- 
nounce the Hadley Speed Writing System 
of accounting which uses a simplified 
writing board and standard forms to 
create three or more records with one 
writing, thus saving time and eliminating 


errors in transcribing. Because all think- 
ing has been done beforehand, unskilled 
help can learn to use Speed Writing 
forms with a minimum of instruction, 
the company claims. There are no mov- 
ing parts to require adjusting or serv- 
icing. The Speed Writing System is 
particularly adaptable to branch store 
operations and small businesses with 10 
or more employees, with 25 to several 
hundred charge accounts, or one writing 
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Kee lox, Kee ECTRIC 
KEE LECTRIG 


A NEW 
Carbon Paper 


Astonishing Wear with ELECTRIC TYPEWRITERS 


Again we help the Public save on supplies. Kee Lox is first to 
meet a positive necessity in our industry. Regular Carbons have 
been wasteful when used on Electric Typewriters or machines 
with a sharp electric snap stroke. 

The NEW Kee Lectric Carbon Paper is built up with tissue 
specially made for electric machines, then coated with a new 
scientific coating for wear and cleanliness. 





This combination gives a per- SSR RESRSRESRREE TERE SERRE eee Rese eee eee 
fect sheet of carbon for this 
extra hard use. The percent- 
age of saving is surprising! 
No obligation whatever if you 
send for samples. 


KEE LOX MFG. CO. 
Rochester 1, N.Y., U.S.A. 


Yes, please send Free Samples. No obliga- 
tion, 


Size used 
KEE LOX MANUFACTURING CO. 
Rochester 1, N, Y., U.S.A. 


Branches in Most Cities 
A few districts in Foreign Countries still open 
for Exclusive Distribution. 
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25 or more supplier checks per month. 
As an example in accounts receivable, 
when charges are entered a duplicate 
sales journal, and the customers ledger 
and statement are prepared at one writ- 
ing. Sales journal is proved by a simple 
mathematical test which automatically 
proves accuracy of the statements and 
ledgers. The journal duplicate gives the 
home office a complete and accurate ree- 
ord. Cash receipts are similarly recorded. 
Some advantages of the Speed Writing 
System for accounts receivable are that 
three records are completed in one opera- 
tion, clerical time is cut a minimum of 
50%; transcription errors are impossible 
since the records are completed with one 
writing; all records are in balance at all 
times; current balances of all accounts 
are immediately available; and state- 
ments can be mailed immediately without 
waiting for a trial balance of the ac- 
counts receivable ledger. Forms are 
easily placed upon or removed from the 
board since there are no rings or posts 
to manipulate. Work is always visible 


and there are no heavy books or binders 
to lift. Similar benefits are gained in 
accounts payable where one writing cre- 
ates the check and journal entries, and 
in payroll where one writing creates the 
pay check, compensation record and pay- 
roll journal. The Speed Writing System 
in payroll gives a complete, up-to-the- 
minute record for monthly and quarterly 
Federal and State Tax Reports. 


NEGATIVE PAPERS-FILMS 


Haloid Co., 2-20 Haloid St., 
3,87, 


Rochester 
offer their free catalog of Haloid 
Negative materials for printing and 
duplicating. Catalog lists all sizes and 
styles of negative materials in sheets 
and rolls and also includes processing 
instructions for each product. 


CHECKSIGNING COSTS 
Todd Co., Rochester 3, N. Y., offer a 
free illustrated brochure, Bulletin T-A10, 
on the proper use of mechanical check- 
signing equipment to obtain complete 








| Methods Experts Use DUPLI-TYPER.. 
| ? |. For CONTINUOUS FORM WORK 


Increases Production 

Reduces Costs 

Adaptable to all Machines 

Makes INKED Copies 

Eliminates Carbon Paper 
1 Original Low Cost 
4 Duplicates 

with 


INKED 
RIBBONS 


2. For BOOKKEEPING MACHINES 


CYCLE BILLING, JOURNALS, 
LEDGER & STATEMENTS, etc. 


Makes INKED Non-Smudging copies 
COMPLETE VISIBILITY of entries 
Eliminates Carbon Collation 
Eliminates Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 


Thousands In ee 
For Many Years 
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Commercial Controls All-Purpose Postal Scale (30 Lb. Cap.) 


You'll Save Postage Dollars with 


PRECISION CC SCALES! 


OMMERCIAL ContROLS Precision Scales 
are now available with the new air 
mail rates, effective November 1, 1950. 
Be sure your scale is up-to-date. Be sure 
it’s Commercial Controls. 

The CC All-Purpose Postal Scale 
shown above gives instant, exact com- 
putation of postage on first class, air 
mail, third class, surface and air parcel 
post, and book rate on weights up to 30 
pounds for all domestic zones. Packages 
or correspondence slide easily from any 
direction onto its rugged platform. Wide- 
view chart lights up automatically, snaps 
into position, is read easily through a 
magnifying lens. 


PARCEL POST SCALE (70 LB. CAPACITY) 


This precision unit gives instant, exact 
computation of surface and air parcel 
post, third class and book rate postage on 
weights up to 70 pounds. 


COMMERCIAL CONTROLS LETTER SCALE 


Weighs and _indi- 
cates exact postage 
on all classes of 
mail. Patented V- 
type platter holds 
envelopes, packages 
and round mailing 
tubes. Two capac- 
ities: 20 ounces and 
3 pounds. 


( 


Oliercial 
Oi\rals 


C OP. OR 11 


COMMERCIAL CONTROLS CORPORATION, 1 Leighton Ave., Rochester 2, WN. Y. 


C] Please send me complete information on CC Precision Scales.Dept. 0-11 
C) Please have your representative call. 
0 Send your free wall chart of new air postal rates. 

¥ 


Nome. 





Firm 
Address. 
City. 
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TRYREX—the pencil with 
the special shape that fits 
your hand—will not roll. 


Try for yourself .. . see 
why, for most efficient 
work, you should choose 
Omega. Check for strong- 
er lead . . . brilliant color 
. «ve the thin lead that 
holds a needle point... 


lightness of pressure re- 
quired for clean, shar 
figures . . . colored sm 
for instant selection . . . 
waterproof. Check all 
these points, at our ex- 
pense. 


A request on your busi- 
ness letterhead will bring 
you a sample. 


eects) 


COLORED PENCILS T 
oe 


MAKERS OF ROYAL SCOT AND FUTURA 





RICHARD BEST PENCIL CO. 
Dept. O, SPRINGFIELD, N. J. 





disbursement control. A detailed chart 
shows costs of executive time spent in 
manual signing of checks, from $25 a 
year (for a $5,000 man signing 50 checks 
weekly) to $5,000 a year (for a $25,000 
man signing 2,000 checks weekly). Chart 
shows 9 different salary classifications 
and 16 different check quantities. About 
the middle of the range is a cost of 
$1,200 annually: for a $15,000 man sign- 
ing 800 checks weekly. 


TIME COMPUTER 


Hourmaster, P. O. Box 533, Westfield, 
N. J., has patented a direct-reading slide- 
type time computer designed to eliminate 
hours-and-minutes calculations. With 
the slide set to match start and finish 
times appearing as digits representing 
hours and five minute intervals (1:05, 
1:10, 1:15, ete.), elapsed time, up to 24 
hours, can be read directly in hours and 
decimals (1.08, 1.17, 1.25, ete.). The de- 
vice has an automatic feature for deduct- 
ing time for lunch periods. Priced at 
$7.50. 


CHAIR MATS 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas, Texas, makes the Stempco Space 
Saver Chair Mat which measures 2” 























ae 





longer and 12” wider than the Style B 
Standard Chair Mat. The savings in 
space is in the length, which is 6” shorter 
than the Style A Jumbo Chair Mat. De- 
signed- for use in crowded office space, 
it enables sliding the chair over to the 
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GUT COSTS : 
SPEED PRODUGTIO 


ELIMINATE 
RETYPING AND ERRORS | 


SMPLFY 
BUSINESS SYSTEMS 
AND PROCEDURES — & 

WIT 
STANDARD'S 
me) SINGLE WRITING 
| METHOD 






You are cordially invited 





to send for a very special 






Standard Duplicating Machines Corp., Everett 49, Mass 
12-page free brochure 






Gentlemen: Please send special 12-page brochure o 
illustrating and describing Standard Duplicators, absolutely without obligation. 






Standard Duplicators and ETOP oy 1s Se Ng: ie Bip eaky ap. 






tiMme] Yeliieshio ma Individual 








business and industry. 


CLIP THIS COUPON 7) 


Street 











Now you can get 


DOUBLE 
PROTECTION 


against colds and other upper 
respiratory infections with the NEW 


COLUMBIA 
GLYCO-MASTER vaporizer 


equipped with a 
GERMICIDAL LAMP 


Here is the ultimate in glycol vapor protec- 
tion. This new unit gives a double, death- 
dealing blow to air-borne bacteria and 
viruses. 


Forced circulation draws in untreated air 
from the room or office over the Germicidal 
Lamp and mixes it with Glyco-Cide vapors 
as it passes through the grille-like opening 
on the top. This process sanitizes the air 
twice in a fraction of a second and assures 
users that all areas will be penetrated. 


The Germicidal Lamp, in addition to its 
deadly effectiveness against germs, deodor- 
izes the air and makes it country fresh. 


This is a Columbia exclusive—no other 
unit like it on the market today. 


Columbia Glyco- 
Masters come in 
es many models — 
treating from ap- 
proximately 10,000 
to 1,750,000 cu. ff. 
of air per hour. 
Air conditioning 
models for install- 
ation in your pres- 
ent ventilating sys- 
tem available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO., Inc. 


Dept. O—154 E. Erie St., Chicago, Illinois 
Columbia—The Gem of the Glycol Vaporizers 
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side of the desk to confer with visitors, 
ete. Fabricated of Masonite Tempered 
Presdwood and are available in brown, 
maroon, gray, green, and black fast and 
permanent colors that will stand daily 
rugged abuse without losing their bright 
look. Available in Style SA with a 
standard lip and Style SAW with a wide 
lip. Space Saver Chair Mats may be in- 
cluded in assorted orders with other 
Stempeo Chair Mats for the maximum 
quantity discount. 


ADDRESSING TAPE 


Master Addresser Co., 6500-0 West 
Lake St., Minneapolis 16, Minn., makes a 
Master Tape which has typing outlines 
clearly printed on it with instructions 
to indicate to the typist exactly how and 
where to space names and addresses on 
the address roll. Tapes previously sup- 


plied were blank rolls of paper. The 
Master Tape has margin guides and in- 
structions for 2, 3, and 4-line addresses. 
This tape saves typist time in preparing 
the address Master and prevents crowd- 
ing names on the tape. Because uniform 
spacing and correct margins are main- 
tained, the speed of the operator is in- 
creased in addressing mailings. 


MUSIC STENCILS 


A. B. Dick Co., Dept. 0-151, 5700 W. 
Touhy Ave., Chicago 31, Ill., makes four 
types of special stencils, for mimeograph- 
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PRODUCTION-MINDED PEOPLE PREFER THE PRINTING CALCULATOR — 


Now that more and more production is the nation’s watchword this unique 
machine is serving ever wider areas of American business. 

Why? Because proof — printed on the tape —eliminates checking and 

refiguring . . . You know you're right the first time on every problem. 

The Printing Calculator divides automatically—instantaneously. Direct, 

faster multiplication, high speed addition and subtraction ... Rhythmatic 

Touch Operation with the 10-key keyboard assure figure production speed 

you’ve never seen before—speed you need 

today! Call your Remington Rand Business 

Equipment Center today for free demon- 

stration, or write for details to Business 

Machines and Supplies Division, Room 

2602, 315 Fourth Avenue, New York 10. 


THE PRINTING CALCULATOR 
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PURCHASING 
HEADACHES? 


In these critical times, you want quick an- 


swers on: 
HOW to anticipate material requirements. 


WHEN to order, to assure maintenance of 


production efficiency. 


WHERE to get quality materials at best 


market prices. 


These and many other vital factors instantly 
available if controlled with E-Z Sort Systems. 
Small or large problems handled with equal 
efficiency. 


Get the facts on how the purchasing agents 
of one of the nations largest organizations 
have simplified and streamlined their jobs 
with a tremendous saving in operating costs. 


Details on request. Write— 





Peterereanaterdves 





~ 


E-Z SORT 


SYSTEMS, LTD. 


45 Second Street 
Dept. 11 
San Francisco 5, California 


ede otal 


ay 


ell 


rr 
rx 
v2 


A few valuable territories open 


to qualified Systems Engineers. 








ing copies of music manuscripts, and 
manuscript paper. These stencils are die- 
impressed with staff lines for producing 
10-staff, 12-staff, choral and band for- 
mats. Completed manuscripts are easily 
produced by adding notes and other 
music symbols by hand with a stylus. 
Copies of the staff lines and the added 
symbols are produced in any quantity 
easily and quickly on a stencil duplica- 
tor. Stencils may be filed and rerun if 
additional copies are needed. 


FLUID DUPLICATOR 


Rex-O-Graph, Inc., 7834 W. Hicks St., 
Milwaukee 14, Wis., makes the Lo-Boy 
Model RES, motor-driven fluid duplicator 
which allows easy changeover from auto- 
matic to hand operation, an important 
feature in systems work, making it ex- 
tremely versatile and capable of a wide 
variety of applications. Other features 


are: foot-pedal controlled, single-revolu- 
tion operation when desired; quick mask- 
out convenience; sit-down operation; 
quick-change master guide and clamp; 
100% roller moistening unit; adjustable 
receiving trays; audible signal automatic 
counter; fluid saver device; a handy 
utility shelf and wide range pressure 
adjustment, 
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OFFICE DEFENSE PLANNING 


(Continued on page 61) 
PUGEUUUCUUUEURER EERO ECCUUEE TREE EERE ECEEE ADEE RE EEE 


Such a program has to be of a definite 
continuing nature, and you have to stay 
on top of the situation constantly. We 
intend to continue giving the. above 
points top priority with constant aware- 
ness that almost anything can be im- 
proved by continuous study. 


In view of our effort we have’ no par- 
ticular fear of the increase in volume of 
paperwork or the shortages which may 
develop in the supply of office equipment 
or in the supply of trained office work- 
ers. We have not over-bought office 
equipment but we have it in top condi- 
tion and with possibilities of inter-com- 
pany transfer which exist with us we 
could earry ourselves for quite a period 
of time without being seriously hurt. 
Part of our program of the last four 
years has been to simplify our jobs so 
that there is less demand for skilled 
operators. Jobs have been broken down 
into their component parts, and the train- 
ing period on complicated jobs has been 
reduced. 

We learned many points during the 
last war in handling paperwork, in the 
handling of priorities, stock control and 
various other reports, and at the end 
of the war we had a smoothly function- 
ing system. We, of course, removed many 
of these things from our system at the 
end of the war, but during recent months 
we have brushed up and reviewed war- 
time procedures. We have revamped our 
programs so that if we encounter similar 
situations in the future we have, in 
most cases, a ready-made program or 
system which has had the test of time 
and experience and is all ready to drop 
into our organization. 

We have given full consideration to 
and have adopted a program of record 
protection in case of disaster at any of 
our plants. If full study is given to 
this point it is amazing how simplified 
such a protection program can be. 

Briefly, it is our feeling if you have 
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frees 
both hands 


the work— 


You don't cenists a 
Staplex—you feed the work to it... as fast 
and freely as you wish. Stapling | is instan= 
taneous as the papers are inserted. 3 
No hand or foot controls... no motor, 
Easily portable 
It has the stamina for commercial production, 
the effortless speed so desired in busy offices, 
Reloads from the front without removing parts. 
.+.a@ matter of seconds. Write for Bulletin O, 
THE STAPLEX CO. * National sales offices 
30 Church Street, New York 7. 


Nationally distributed 
through franchised office machine dealers 


=Sfoplex 


automatic 
electric 
stapling 








THAT'S RIGHT... 


OFFSET oR 


LETTERPRESS 


PRINT IT 


EITHER WAY 


ON A 

DAVIDSON 

DUAL 
Whatever the 
job... office 
forms, letterheads, 
envelopes, form letters, bulletins, 
advertising folders...in black and white 
or multi-color...the Davidson Dual 
provides the most efficient, economical 
method. It’s designed specifically for this 
type of work and will handle a surpris- 
ingly large part of your printing at 
worthwhile savings. If you want to cut 
costs, write today for all the facts. 


Da vidsany 


——_ 


DAVIDSON CORPORATION 
A SUSSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-58 West Adams St., Chicago 7, Ill. 
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an aggressive, up-to-date office plan- 
ning program, which should be a funda- 
mental part of any organization becausé 
of the inherent savings possible, then it 
is not necessary to do a lot of additional 
planning because of the defense program. 
An office under capable supervisors, and 
provided with modernized equipment 
and efficient personnel, and an office 
which is cognizant of the problems which 
are on the horizon can meet these prob- 
lems without either disruption of routine 
or without excess expenditures. 

We have taken full advantage of our 
prior experiences, we have closely and 
aggressively studied our problems and 
taken action in every possible case and 


| we face the future with the confidence 


that we can overcome the problems 


| which it may present.—B. W. MAXEY, 


Controller, Glidden Co. 


Kansas City, Mo. 


Since we are located in the center of 
the United States we have not made any 
particular plans for protection of our 
records in case of enemy action. I am 
not unmindful of the fact that with pres- 
ent materials and mechanized warfare, 
no part of the country is immune. How- 
ever, we are strategically located and I 
do not know of any local concern that 
has made any particular plans for the 
protection of records. 

We, of course, realize that shortages 
may develop in the supply of various 
office machines and equipment as well as 
paper and other essentials. We are not 
preparing any stock pile as we have 


| maintained a program of non-hoarding. 


While there was some definite tighten- 


| ing during World War II, and we were 


frequently inconvenienced, we managed 
to operate without too much handicap. 

Our principal concern is the supply of 
trained and efficient office employees in- 
eluding key people. To protect against 
this possible emergency we have adopted 
a plan of training our employees for more 


| responsibile positions so that we might 
| bring in new employees and place them 
| on the 


less responsible desks under 
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trained supervision.—L. E. 
Executive Vice President, Kansas City 
Fire & Marine Insurance Co. 


Marshfield, Wis. 


We will endeavor to meet the prob- | 


lems created by the defense program as 
far as they effect our office: By training 
women to fill some of the responsible 
positions now held by men to take over 
when these men are drafted for the 
armed services; creating more office space 
by whatever means are at our disposal in 
order to provide for additional office em- 
ployees which may be needed to handle 
the additional paperwork; replacing our 
older office machines with newer up-to- 
date equipment and by adding addi- 
tional office machines to promote the 
general efficiency of the office. — J. 
ERNST, Assistant Treasurer, Roddis 
Plywood Corp. 


Houston, Texas 


Without going into details too numer- 
ous to explain here, the intended pro- 


gram is scheduled approximately at fol- 
lows: 
Accurate inventory controls of all sup- 


plies (plants and offices). Elimination 
of all waste and duplication to conserve 
existing materials to the fullest. Proper 
maintenance and repair of existing fa- 
cilities and equipment to eliminate the 
purchase of -new equipment at a time 
when all materials are critically short.— 
F. C. HOFFMANN, Purchasing Agent, 
Anderson, Clayton & Co. 


Baltimore, Md. 


It seems to me that the present de- 
fense situation emphasizes the impor- 
tance of giving as many persons as pos- 
sible a broad view of the work done 
in the office. This means to my way of 
thinking that there should be more em- 
phasis upon the parallel plan of organiz- 
ing work and less upon fine subdivision 
of the work. 
are several units doing the same kind 
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FAMOUS THE WORLD OVER 


""A Marvel of Swiss Precision'’ 

Since 1933 

No matter what your problem, addition or 
subtraction, Precisa remembers the last figure 
and will repeat it. Simply press the Recall key. 
All standard adding machine features are in- 
corporated in the Precisa which adds, subtracts, 
multiplies, and has automatic credit balance. 


Plus a features of 

% Sing!e, double and triple zero keys. 
hk Recut key. 

* hanemedin "step-over multiplication. 

Available in Manual or Electrical Models. 
DEALERS: Your territory may still be open for 
Hin | representation. Write today for complete in- 
ormation. 


PRECISA BISTRIOUTORS, INC. 
171 MADISON AVE. YORK 16, N. Y. 
and 905 2nd AVENUES SEATTLE 4, WASH, 
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REX-O- graph 


MODEL "R" LO-BOY 
FLUID TYPE DUPLICATOR 


Offers AMAZINGLY 
ACCURATE REGISTRATION 


Here's a duplicator so accurate that you could 
rerun a stack of copies, and the second impression 
would be exactly over the first! This “hairline reg- 
istration" is only ONE Model "'R" feature. It's 
faster, more versatile, easier to operate. Has auto- 
matic feed, automatic counter, quick-change Master 
lever-tilt fluid 100% 
roller moistener, requires only one handle turn per 


guide and clamp, system, 
copy, “face-up" stacking, only '/," stripping mar- 
gin, and handles tissue to card stock up to 9''x!7"'. 
It's a streamlined work-saver that belongs in any 


office — for systems work or straight duplicating. 


Ask your nearby REX-O-graph dealer for demon- 
stration. Or write for literature on this or 23 other 
models priced from $98.00 to $865.00. Check the 
REX-O-graph 
copymaking! 


100-times-more-permanent way of 


REX-O-graph, Inc. 


7834 West Hicks Street, 
Milwaukee 14, Wisconsin 


MANUFACTURERS OF 
SUPERIOR FLUID DUPLICATORS AND SUPPLIES 








ployees.—G. H. GROVE, 


| of work on different parts of the total. 


This gives the clerks and supervisors a 


| broader view and would make it easier 
to carry on in 


an emergency, and to 
train and supervise other persons. 

I feel that attention should be given 
to the elimination of all unnecessary 
records and unnecessary filing of ma- 
terial. Not only will this save clerical 
eost for the time of filing, but it will 
also cut down the demand for filing 
eabinets which are likely to become very 
searce as they did in the last war. 

I think that the most important thing 
is giving the staff an understanding of 
what their job is all about so that they 
will know what is essential and what 
in an emergency can be eliminated.— 
HENRY E. NILES, Vice President, Bal- 
time Life Insurance Co. 


Milwaukee, Wis. 


At our Milwaukee plant, we feel that 
our machine and equipment program of 
the past 4 or 5 years will stand us in 
good stead, come what may, during the 
next year or two. That program, briefly. 
has been to replace equipment well be 
fore the conventional 10 or so years have 
expired if a new and better piece of 
equipment is available and will get the 
job done more efficiently. 

To combat the tightening labor mar- 
ket as far as clerical help is concerned, 
and in view of inadequate office space, 
we have increased our office production 
by adding a part-time second shift which 
operates from 5 to 10 p.m. Personnel 
for this force is obtained from that vast 
group of slightly older married women 
who have had considerable experience. 
This part-time second shift appeals to 
many of these women who are interested 
in supplementing the family income in 
this period of continually rising living 
costs and to meet their demands for a 
better standard of living. We have found 
in many cases that the production of our 
part-time shift employees compares very 
favorably with that of our full-time em- 
Square D Co. 


(Continued on page 187) 
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NATIONAL OFFICE MANAGEMENT ASSOCIATION 


“BETTER MANAGEMENT THROUGH THE OFFICE” 


ANNOUNCES 


“Aut Purpose Business Suow 
FOR 1991 


Tist Infantry 
Regiment Armory 


PARK AVE. AT 34th STREET 


New York, N. Y. 


MAY 
21, 22, 23 


HELD IN CONJUNCTION WITH 


NOMA's 


32nd International Conference 
Annual Office Machinery & Equipment Exposition 
c) 


The following manufacturer representative groups are cooperating whole- 
heartedly with NOMA to make this a complete showing of the industry: 


OFFICE EQUIPMENT MANUFACTURERS INSTITUTE 
METAL BUSINESS EQUIPMENT INDUSTRY 
WOOD OFFICE FURNITURE INSTITUTE 


* 
FLOOR PLANS AND INFORMATION MAY BE OBTAINED BY WRITING 
A. C.. SPANGLER 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 


132 W. CHELTEN AVENUE PHILADELPHIA 44, PA. 











Tue Orrice—January, 1951 








This is the finest 
precision-built Coin 
Counter on the market— 
counts 1500 to 2000 coins 
per minute. 


Model! “DE” 
(Electric) 


$300.00 


Other models: Manval Model “D" 
Both models available with carrying cases. 


Klopp Coin Counters are precision-built—for 
long life—accurate and dependable opera- 
tion. Anyone can count and package coins 
easily, quickly and accurately —regardless of 
denomination of coin. Good for years of 
trouble-free service. 


ASK FOR DEMONSTRATION 


COIN SORTERS 
SAVE TIME AND MONEY TOO! 
Compact—light weight—with simplicity of 
operation—the Klopp Coin Sorter will save 
any firm many dollars a year. It's as efficient 
as it is attractive and it fits into the finest 
office. Available in both manual and electric 

models. 


All. Klopp machines operate on 110-120 
volt AC-DC circuits. 


WRITE FOR FOLDERS 


KLOPP ENGINEERING 


5736 TWELFTH ST. DETROIT 8, MICH. 





Lifts Import Bars 


(Continued from page 107) 


overnight the outlook did a 180 degree 
turn. The slowdown not only dis- 
appeared, but manufacturers embarked 
on plans of expansion. By August, in 
Canada, there were less than 100,000 
unemployed (out of an estimated 5,- 
300,000 persons employable). By June, 
food and raw material prices were ris- 
ing at an alarming rate. The cost of 
living was away again, up, up, up. 

The Korean War and the declared 
policy of the United States, Great 
Britain, Canada and other members of 
United Nations, brought with it in- 
creased federal expenditures and 
budgets for national defense. It brought 
with it too, a remarkable surge in buy- 
ing at the consumer level—particularly 
for those goods which had been strictly 
rationed or not produced at all, during 
World War II. Inventories were in 
many cases completely eliminated and 
manufacturers again sought to race for 
production. The net result was (as 
exemplified by the closing months of 
the year) the renewed scarcity of raw 
and processed materials, the manufac- 
turer rationed by his suppliers, and in- 
dications that governmental controls 
might be restored with respect to cer- 
tain materials. In addition, shortages 
were hastened by stock-piling for de- 
fense purposes. 

With little unemployment in Canada, 
with capital expansion indicated as be- 
ing around 3.9 billions (almost 25% 
of our gross national expenditure) . 
with the prospect of something like one 
billion of Canada’s expenditures being 
earmarked for defense purposes (and 
perhaps 13 billions in the United States) 

It would seem probable that in- 
creased, or even present rates of pro- 
duction in consumer durable goods, capi- 
tal goods, and new construction might 
be discouraged in order that men and 
their productivity be diverted to de- 
fense projects. It is possible, however, 
that Canada might eventually adopt the 
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same measures of control as the United 
States—under the Hyde Park Agree- 
ment, Whether such action will be 
adopted before we become involved in 
an allout war, is a question which only 
the future ean decide. 

Whatever the outcome, Canada’s 
prosperity is very well assured. 
Throughout World War II she grew 
as an industrial nation and as a sup- 
plier of basic raw materials. Since 1945 
she has continued to grow in stature, 
in employment and business activity. 
In 1950, she has increased her gross 
national production by a figure likely 
to exceed one billion dollars over 1949— 
representing an output of goods and 
services 75% greater than those for 
1939. That she needs more people is 
now being discussed by Ottawa. Plans 
are afoot to increase the flow of new 
citizens to 150,000 per year—to build a 
new Greater Canada through the fuller 
utilization of the vast natural resources 
which are our heritage. 

With Korea or similar incidents ob- 
securing or threatening our future, it 
seems reasonable to presume that the 
respective governments of Canada and 
the United States might, for a few 
years, pour billions of dollars into en- 
larging or refurbishing their war ma- 
chine as well as continuing aid to our 
allies. Increased activity for defense 
measures will take precedence in man- 
power and materials. And since ma- 
terials themselves constitute manpower 
in diminishing degrees, the end result 
will be a shortage in manpower. As 
never before in the history of our coun- 
try, emphasis wiil be on manpower and 
efficiency. It seems to me that here is 
where office equipment manufacturers 
will be in an ideal position to serve 
Canadian industry and commerce. 

Already the pinch for experienced 
help in office and factory has been felt 
by industry. 
last six months that men at executive 


level are looking for guidance on how | 
to conduct their business with greater | 
They are looking for im- | 
proved methods, for modern machines | 


efficiency. 


Tue Orrice—January, 1951 





It has been so acute this | 


THE WORLD FAMOUS 
a 


ALL-PURPOSE 
PORTABLE TYPEWRITER 


Styled for Personal Use 


Dust-protective exterior in Black, Wine Red 
or Olive Green Crackle Finish. ; 


Built for Office Operation 


44 non-glare keys, left and right shift key, 
left and right marginal stops, line-adjusting 
lever for 3 different spacings, platen release 
knob, automatic ribbon reverse, line-indicater 
ribbon-adjusting lever for black or red typ 
ing and stencil cutting, quiet carriage and 
shift key action, line indicator plate with 
paper holder to allow typing to top and 
bottom edges of sheet, handy carriage re- 
lease, clear type with high impact strike for 
making many legible carbon copies, hand- 
some carrying case for easy portability, and 
many other selling features. 


Exclusive Dealerships Available. 
Write Today for Full Information. 


INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET, NEW YORK 6, N. Y. 








<E2- 
COOKS, E8 
SIGNALS 
MAKE FACTS 
INSTANTLY AVAILABLE 


nee 
Nay | 
aa: 


Attached to file cards or ledger sheets, 


these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless spring 
steel in 12 non-chipping colors, Types 
for all filing systems. Will remain clean 
and bright under all conditions of damp- 
ness. Easy to attach, relocate, remove; 


always stay put. 
**BURRO' 


CLING No.1 
CLIP 


Samples on request. 


PAPER CLIPS 


No. 3 


Thin spring steel clips—the smart letter and 
paper fastener. Easy to attach, hold fast, won't 
catch other papers. 


Other Cook’s Office Aids: Bull Dog Letter Clips, 
index Tabs, etc At your dealer's. 


THE H. C. COOK CO. 
12 BEAVER ST. 


ANSONIA, CONN. 








which will provide these improved 
methods. 

The fact that most office equipment 
manufacturers enjoyed, during 1950, 
the best year in their companies’ his- 
tories indicates the degree of acceptance 
of today’s modern machinery as a neces- 
sary adjunct to the conduct of the 
modern business. With less production 
and greater urgency for doing business 
—expeditiously and efficiently—it would 
seem that, throughout 1951, the prod- 
ucts of the office equipment industry 
will find greater acceptance in a broadly 
expanded market. Indeed the problem 
will be one of production rather than 
sales. Here is an old problem, so con- 
stantly recurring that it is gradually 
assuming the characteristics of a peren- 
nial, 

No sooner had the industry caught a 
glimpse of coping with an enormous 
backlog of orders inherited from the 
war and immediate postwar years than 
it was faced with importation controls 
and the limited availability of parts 
which accompanied the controls. Larger 
manufacturers whose products bore a 
higher Canadian content were not so ad- 
versely affected as the smaller producers, 
nevertheless the pinch was there and 
production suffered. 

Import controls which were  sub- 
stantially eased in October of last year 
will be completely removed as of Janu- 
ary 1, 1951. Presumably, the industry will 
be in a better position than it was a 
year ago to supply the demand. But 
now there looms another disturbing ele- 
ment—again production. 

If shortages of supplies for defense 
purposes necessitate a general allotment 
program in the United States, unques- 
tionably Canada will adopt parallel 
measures. Allocation of rationing of 
materials will reduce production and 
again we shall find ourselves in a posi- 
tion where demand for industry prod- 
ucts far exceeds the ability of the in- 
dustry to produce. There is, in fact, 
ample indication that the demand dur- 
ing 1951 will far outstrip the industry’s 
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Office Equipment & Stationery Manufacturers 


Latin America is a Growing $ Market for Your Products 


SELL IT 
in 


More and more office supply 
items can now be imported into 
Latin American countries. {a EDICION DE 1950 


They have steadily reduced their e ad 

dollar indebtedness. Their ex- 

panding commerce and industry icind 
needs a greatly increased 
volume of office equipment. 
Many import restrictions have 
been lifted. Now is the time to 
establish a valuable export trade. 


REVISTA DE EQUIPOS PARA OFICINAS 


ADMINISTRACION EQUIPOS 


GET YOUR SHARE OF THIS BUSINESS! q 
ADVERTISE IN THE 1951 La OFICINA 


La OFICINA reaches and is read by the importers and dealers of office equipment 
and stationery in Latin America. Tell them the advantages of selling your products, 
Another profitable audience for you in La OFICINA are the office managers in 
the leading government and business offices, who rely on it to help them purchase 
office equipment and supplies. 


CIRCULATION 9,000 — ALL GOOD PROSPECTS FOR YOUR PRODUCTS. 


Send NOW for sample copy, circulation breakdown and advertising information. 


OFFICE PUBLICATIONS CO., 270 Madison Avenue, New York 16, N, Y. 


Tue Orrice—Januery, 1951 139 





ability to produce. 

Demand during 1951 is almost sure 
to exceed supply, by a much wider mar- 
gin than it did in the past year—at 
least the indicators point in that direc- 
tion. Much on account of the inter- 
national situation, Canadian business 
will be expanded in present and new 
channels. The office requirements of 
these businesses must be met. There 
will, however, be shortages in manpower 
and in materials in the office equip- 
ment industry itself, consequently, we 
will find ourselves faced again with that 
old chestnut—production. 


Britain’s Exhibit 


(Continued from page 112) 

be a Hall of Progress, depicting the 

progress of office equipment over the 

years, and a film theatre at which the 

official film of the association and many 

films supplied by members will be 

shown. Another very interesting event 

TYPEWRITER © TABULATING will be the final contest of an inter- 
ADDRESSOGRAPH © TIME STAMP national typing competition which is 


BOOKKEEPING MACH. e ADDING MACH. being sponsored by the News (¢ hronicle, 
one of Britain’s national daily news- 


CARBON PAPERS papers, in conjunction with the associa- 


TYPEWRITER @ BILLING tion. 
FAN-FOLD @ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


HECTOGRAPH SUPPLIES 


CARBONS @ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 














Codo-assures you 
INCREASED VALUE 





OV mL m1 


Factory: Coraopolis, Pa. 


“How can I time their motions? 


564 W. Monroe St 401 Wood St. 270 Lafayette St Nobody’‘s moving!“ 


Chicago €, tl Pittsburgh 22, Pa. New York 12, NY. 
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Reduce Graphotype NOISE! 


Lower Operator 
Fatigue 
9 
Raise Production 
® 
Increase Accuracy 
) 
Improve Work Flow 
Layout 
SOUNTROL Noise Reducing Hoods, the result of many years’ research by 
acoustic engineers, protect your workers from tiring noise—increase work 
production and accuracy. Your Keyboard Graphotypes can be relocated for 
better work flow when noise is eliminated and machine’s appearance is 
improved with streamlined SOUNTROL Noise Reducing Hoods which do 


not increase floorspace, retard ventilation nor interfere with machine serv- 
icing. Write for literature today! 


JARDIN ASSOCIATES, INC. 


OPERATION AIDS FOR BUSINESS 
75 MAIDEN LANE NEW YORK 7, N. Y. 





IT WILL PAY YOU TO GET OUR PRICES 
ON THESE TWO POPULAR ITEMS! 


=] Special Discount to Dealers 


Visible Record-Control 
Filing Equipment 
All Metal 
Reconditioned 

= Practically 


= Brand New 
= ad 


———"'! Standard Makes: 
Remington Rand Kardex, ; 
Acme Insite Files, Ledger Ledger Posting Trays 
Trays, Tubular Index Sys- All Metal 
tems and others. Various Reconditioned Like New! 
card sizes: 3”x5” and up to 
10”x15". Also, different Made by Library Bureau, 
drawer capacities. Wilson-Jones, Tatum, etc. 


P 546 BROADWAY Various sizes and styles for 
j all accounting purposes 
j Latha: 1A (Nr. Spring St) N.Y.12 (Insulated and Regular). 


EST. 1876 CAnal 6-0350 








THe Orrice—January, 1951 








4 *suoizeaijqnd eeAojdwe u! Bulsuisdes 104 
SIFEHNS “S49/J009 QO] 4 SseDKe Ul S¥epsO UO yuNODSIP 91. gz7 YIM “D °Gg ‘gz uoyBulyseAA ‘spueWNZ0G jo juepuesuluedns Wo. sjue> 
O1 e4e seidod ejBuig "yes y DWWosy Jepur) jealaing,, '4e)y00q fueUIUIeADD “S “f) JRIDIYYO YF WOly Pejulides SI 4) “SIYy eZIIOWOW 


‘2zt] INoA 3so> pynod ‘sah> Inof Jo yno s322[qo Burky d2a¥ pue 
yey? D1ued & Yo yono} yYyBrus Journs a]Zuts ssoupuryq Azesodura} yusasid ‘suing ysey wos; 
& ‘Burquiog & SMOT]OJ JeY3 UOIsnzuod ay) U] 20ej Ino 3923010 [IM JY, “MOI? INOA Jo 


SYOWNY LYVIS L.NOG “9 = Yoos> ayp ur sada smo apry Sey dosp nod usy 
SWUV YNOA NI JOVd UNOA AUN 


THe Orrice—January, 1951 


‘ajqissod jr s8ury) p2]330q pue 

pouued 0} yons ‘poyeuTuE}UO? aq Aeur Ady) 
DAIIJ2q 0} UOSEDI SI 23243 UDSYAA ‘27eD "que & JO WONO dy} Ie JO “TEA 
YIM 1238 Pue pooy INOA 399]2s ‘aseastp B JO aseq atp 3e INO UsNeH ‘s129/qGo Burdy 
Jo Butuosiod 2anseorpes yUDA2Id OF, pure Suryez Aq yon.ns Buraq Jo szouey> ay 


SYINIVINOD N3d0 NI U2ss2] 0} pUe INOge prsso}) Butog wo day OL, 
UJLVM YO C004 HLIM S39NVHO 3NVL 1.NOG YOOT4 YO GNNOYS NO 1V14 dowd 


“UMOP SIP 0} DULY sUOs UONeIpes *219n8 Jo youp Apuey Aue ut duinf Jo 
Surs2Bury 2a18 0} INoy I yseo] 3e Wem s}sINq Jo *‘Surpying e& apisBuoje J93;2y4s Yyoos ‘sJoop-Jo-yno 
SpUIYy Joo Izy ‘sory IYBy 0} djay o8 usy) WBner 2q A[pr322dxaun nod prnoyg ‘AeMans 

SOINUTUT MdJ E eM YsINg Ire Ue Jay JO JUDWaseq & UT UMOP 398 ‘ouIN Davy NOA J] 


SNIGWO8 ¥ YILAV LHOIY IGISLNO HSNY L.NOd ‘¥ | Q3OTHIHS 139 OL AUL | 


ONY QV3H YNOA 3SO1 YFAIN ONY LSUId SONIHL LSYld LNd SAVMIV 
"""MOX JE NID Gurog urojy up oArains up; nox 


MMA 


s 





Protecting Records From 
Atomic Bomb Damage 


JOHN W. FISKE JR. 
Assistant Treasurer, Bankers Trust Co., New York. 


Korean situation created for man- 

agement, the problem of records 
protection is currently and belatedly 
receiving a great deal of attention. To 
determine the type of program manage- 
ment must set up, we must first deter- 
mine what to protect. The value of a 
stockholder’s equity in any business is in 
that business as a going concern able 
to continue in spite of temporary dis- 
aster. To protect that value, you must 
of necessity protect the basic records 
which constitute the life blood of your 
business. 

When the New York State Chamber 
of Commerce issued its July 17, 1950 
bulletin on defense planning, item one 
for the consideration of business com- 
munities was Protection of Records and 
I quote: “It would be a catastrophe of 
the first order if we here in New York 
failed to take the necessary steps for 
the proteetion of the records stored here. 
The basic records of a large part of 
American business and industry are kept 
in New York City.” 

If this gives anyone located outside 
the New York area a feeling that New 
York will be the prime target of any 
foreign airborn attack and that his own 
location is comparatively safe, he prob- 
ably missed the announcement October 
1 that maps outlining 250 critical bomb- 
ing targets had been released to the 
governors of 48 states by the National 
Security Resources Board, and I quote 
from the document that accompanied 
the maps: “Critical target areas must 
be prepared to withstand attacks which 
may be more severe than those directed 
against Hamburg, Hiroshima and Naga- 
saki” (NSRB Doc. 128/1—9/30/50). 
There are 250 potential Hiroshimas and 


AV keren the many problems that the 
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Nagasakis instead of the few large cities 
you may have expected, and the docu- 
ment further admits that “the factors 
whith determine profitable target areas 
are fully understood by our potential 
enemies.” If you want to guess the 


chances of your area being included, ~ 
roughly figure your national standing © 
in population and industrial centraliza- 
tion. 

Let us assume that management has 
been convinced of the obligation, need 
and urgency of protecting its basic 
records. What are the next steps to 
consider in formulating a protection 
program ? 

1. Type of program—Short vs. Long 
Term? 

2. What records? 

3. What methods? 

4. What outside assistance is avail- 
able? 

One of the instinctive actions of man- © 
agements which had a records protec- ~ 
tion program for World War II will be 
to save planning time by reviewing the 


old one to meet new conditions. In most ~ 


eases this will prove to be wasted ef- 
fort. You will find that the program 
was based on two factors which no 
longer exist. 

1. Enemy had only capacity for very 
limited destruction because of the space 
that existed between him and the limited 
target areas. He could carry few bombs 
and must lose the planes he sent out. 
We were set up for raids such as our 
first on Tokyo. 

2. We would have warning long be- 
fore such raids oceurred. You can prob- 
ably recall the blue—yellow—and red 
air raid warning signals on which your 
earlier programs were based. Time to 
collect your records and move them to 
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For Permanent 


Record Storage 


Convoy CHEM-BOARD STOR- 
AGE FILES are permanent 
Files, not a substitute. Chem- 
Board is the product of Con- 
voy’s exclusive process for 
making raw corrugated fibre 
board flint hard and rock 
strong. See the File features 
below. The Files cost and 
weigh about half as much 
as steel files; cost less than 
some corrugated files. See- 
ing is believing. Write for 
name of nearest dealer... 
CONVOY, INC., P. O. Station 
B, Canton 6, Ohio. 

PROMPT DELIVERIES 

14 Standard Sizes 


Supports 
over 540 pounds 
and operates easily! 


FEATURES. . . Stack to ceiling © Positive 
drawer stops ® Easier operation on wax-like 
surface ® Mate together vertically © Tie 
side-to-side and back-to-back ® Repel vermin 
® Moisture doesn't weaken them @ Can't rust. 


CONVOY e1-Coard/ 
STORAGE FILES 


comparative safety, time to send person- 
nel to shelters. 


Today space and time have been vir- 
tually eliminated. Aircraft of tremen- 
dous range and near supersonic speed, 
guided missiles, submarines capable of 
launching V-type rockets can spend 
days underwater undetected—all com- 
bine to exterminate time and space from 
our thinking in terms of defense and 
therefore in terms of protection. Some 
concrete evidence of this thinking is the 
recent announcement that one raid sig- 
nal is the maximum planned by Air 
Foree and Civilian Defense. 


An effective program therefore must 
be based on the firm realization that any 
protective measures not fully accom- 
plished before attack are wasted. To 
be more matter of fact, the program 
must be prepared to write off items “in 
process” during a daylight attack. A 
program must provide for as near 
immediate protection as is possible. No 








| 
FIRST AID FOR AILING SYSTEMS 


SIGNALS 
and 


MAPTACKS 








SEE YOUR OFFICE SUPPLY DEALER 


George [ Graff Co, Cambridge 40, Mass 





matter what method of protection is em- 
ployed manhours will have to be di- 
verted to this function. That brings up 
the prime decision as to type of pro- 
gram: Short Term vs. Long Term. 
From a broad outlook the program 
should be long term, yet to answer the 
objections of those who might feel that 
a program could be developed which 
could be put into effect as needed, let 
us make a closer comparison. A short 
term program requires: (1) Constant 
and high level decision as to when to 
turn it on and off and will be subject 
to daily incidents and headline news- 
paper reports. (2) Turning it on will 
involve disrupting daily work schedules 
to do the job in a hurry. (3) It will 
leave an adverse effect on personnel in 
that it will heighten their fears that im- 
mediate danger is at hand. In fact it 
may lead to some of them deciding to 
leave the area. Balanced against this 
is the savings management gains dur- 


ing the interim between rounds. (If 
management has once gone through the 
experience of turning on the program it 
will weigh very carefully the turning off 
decision ). 

A long term program means that: 
(1) Protection is existent at all times 
and ean be varied on basis of current 
broad trends in international relation- 
ship rather than daily incidents. (2) 
Program can be co-ordinated with daily 
operating procedures and receives benefit 
of operational planning. (3) Programy 
can be reduced or expanded without dis= 
ruption of daily procedures or undu@ 
excitement of personnel. Such evidenc@ 
as we can collect, all intangible, points 
to the long term program as the better 
business risk. 

The next decision by management 
should be to define the scope of the 
program: What records are basic and 
what supporting data is necessary? This 
will determine the cost of the program, 





JUST RELAX AND ENJOY IT 


WHILE 


em ~LECTRUOG § 


Motor Driven Paper Jogger — 


SHAKES 50% TO 90% OUT OF ALL 
OF YOUR PAPER-HANDLING COSTS 


REDUCES PAPER-LINT-TROUBLES on duplicators. 


INCREASES ACCURACY of paper-feeding on mimeo- 
graphs and offset duplicators. 


DECREASES paper-handling time on Folders, Sorters, 


Sealers, Postage-meters, and all duplicators, 


Work 


better too. 

Handles cards, checks, carbons, tissues, gummed 
paper, file-folders, envelopes, tags, invoices, cur- 
rency, plastic, foil and fibre sheets. 


“NO ADJUSTMENTS 
ANYONE CAN OPERATE PORTABLE, 
DEPENDABLE STURDY MOTOR 


THE MIMEOGRAPH SUPPLY CO., P.O. Box 302, Wichita 1, 
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PROVE IT WITH A 10-DAY TRIAL, FREE TO ALL RATED FIRMS. 


Money-back guarantee to all others. 
Model with AC motor $59.50 del., inc. fed. tax. 
AC-DC motor, $2.00 more. l-yr. guarantee, 


With 


Kans. 





For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


Atlas Efficiency Combination Cabinet 


This all steel cabinet, 30" 
} high, 30°" wide and 20" deep, 
is available with single sus- 
pension pullout frame and 
poe (as illustrated) or with 
ouble suspension pull-out 
frame. Has table-top and Yale lock. May be 
He pped with DSH, PSC, SHA or GRIPDEX 
ot. Capacity 400 to 800 stencils, 200 to 400 
offset plates, blueprints, x-ray films. 


Four series of Atlas Hangers 
fill every vertical filing need. 


The PSC Hanger for x-ray films, blueprints, stencils 
in file folders, etc. 


oe, 
* 


The SHA Hanger for offset plates. 


- on aviieite 

e anger for stencils 

The GRIPDEX Hanger for eau and 
specialty filing. 

Write today for literature on the new Atlas 


Film File and the complete |i 
Atlas Vertical Files. stieg 


ATLAS STENCIL FILES CO. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 


146 











even though you decide a short term pro- 
gram is better. 

The basie records necessary to con- 
tinue a business in operation would con- 
sist of the following: (1) Those records 
necessary to suppert the asset and lia- 
bility position of the business. (2) Those 


| records necessary for the resumption of 


customer relationship. 

It is strongly suggested that the de- 
cision as to which records are necessary 
as contrasted with those which might be 
desirable be made at high level. Unless 
this is done you may flood your pro- 


| gram with so much paper that recon- 


struction could become an endless if not 
impossible task. 
The physical substance of each record 


| should be examined and decision made 
' as to the minimum amount of support- 
' ing information that is required. In 


many instances such a review will elimi- 


| nate later duplication of a mass of corre- 
| spondence and historical data that will 
| serve no vital purpose. 
_ reveal instances where properly identi- 
| fied proofs or trial balances may be ade- 


It may also 


quate substitutes for voluminous ledger 
sheets or posting media. 

In asking some of our English bank- 
ing friends who had to actually operate 
during the blitz what profitable lessons 
they had learned, their reply was, “One 
would be amazed at the number of 
records you can actually do without.” 
This philosophy might be profitably em- 
ployed in connection with old records 
we so expensively store away each year 
for posterity. 

I recommend that you then classify 
them into 3 categories which will help 
you decide the methods best suited for 
their protection. 

1. Items of value and original docu- 
ments to which direct reference is rarely 
necessary. Under this classification 
could be included: securities, mortgages, 
deeds, patents, insurance policies, char- 
ter — by-laws — minutes, tax reports, 
leases. 

2. Posting media containing data 


| necessary to support entries to asset or 
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liability accounts or a customers record 
which are seldom referred to after 
posting. 

3. Records and necessary supporting 
data that are posted or referred to fre- 
quently. 

When such classification is made the 
problem of selecting the proper method 
of protection for each record has been 
localized to the point where the 3 main 
methods of protection can be considered. 

Methods of protection include: 

1. Vaults—preferably underground 
and reasonably close and accessible. This 
would serve admirably for the records in 
our first classification. Data gathered at 
Hiroshima showed that most well con- 
structed vaults would sustain little dam- 
age in an atomic blast even though they 
might become inaccessible for a period 
through accumulation of rubble or radio- 
activity. All the larger banks in New 
York City are relying on their vaults 
for the protection of securities, cash and 
other similar assets. In all probability, 
this phase of protection will create no 
change in current procedures in that 
many businesses currently rent vault 
space. Where the business maintains a 
custody account with a bank, the pro- 
tection will be further increased in that 
the bank will maintain a record of the 
assets and in all probability maintain a 
duplicate of that record outside the vi- 
cinity. 

2. Dispersion—is frankly based on the 
theory that space is its own protection 
and that by lodging certain supporting 
documents and records outside the im- 
mediate area you reduce the risk of the 
entire record being destroyed. If your 
main record is destroyed you still have 
the media that created it and vice versa. 
This method is particularly adaptable to 
our second classification: posting media 
that requires little or no subsequent 
reference. It is also adaptable to old 
records ‘or documents not deemed suf- 
ficiently important to vault. 

The main point to consider here is 
the location of the depository. It should 
be in a non-industrial area, say 40 or 
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SHORT! 
Ose... 


‘BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


* 
TAILOR-MADE ... to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


* 
Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a | SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. O, GAVRIN PRESS BLDG 


New Rochelle «¢ New York 














7 50 miles away, preferably accessible by 
gy MutT 1-COLOR rail and with good mail and express 
NOW! DUPLICATING] service. There are means of expanding 
WITH SPEED! EFFICIENCY! this method through the substitution of 
PRECISION! ‘ one record for another; it may be pos- 
sible in some instances re agen a 
file copy of a transaction if the file copy 
R E X + ROTAR Y contains sufficient data to identify the 
. elements of the transaction. 
D 26 eee 3. Duplication. Records may be dupli- 
cated manually or photographically de- 
pendent on the amount of information 
to be recorded. Duplication is the 
preferable method for records in classi- 
fication 3. Once a record has been dupli- 
cated all daily changes must be provided 
for either by duplication or dispersion. 
Also the entire record should periodi- 
cally be reduplicated to bring figures up 
to a current date and thus limit recon- 
struction to reasonable period of time. 
This period will vary for each record 
according to its importance, size and 
daily activity. Requirements for the 
storage of duplicated records are the 
same as for dispersion. If microfilm is 


sate t 


The REX-ROTARY DUP. (takes up only 3 cu. ft Poe - MER 
Sushaaep s@iee tq protene LIGATOR to designee 8 paste | 

usiness office to produce s designed for 
fancy. letterheads, illus- magnificent new | opera. ; FULL cEvEOARD CaLceLAtoR 


GUARANTEED 3 YEARS 








trations, sketches and tional ease and fac 
charts simply, swiftly, Performs a vital func- 
economically! tion in every progressive 
Compact and sturdy, office! 


Check These Great Features! 


e Automatic Inking! e Colors Changed in Minutes! 
e Hairline Registration—ensures pin point accu- 
racy in reproduction! » Full 8/2"xi3¥2"” Printing 
Area! e Full Ream weer Tray! « Prints on Any 
Stock! »« Automatic Stop Counter! e Built-in 
AC-DC Motor! 


HAND OPERATED MACHINES FROM $136.50 


DISTRIBUTORS: BOSTON: Nettle Office Equip- 
ment Co., 37 Pearl St.; CINCINNATI: Willenborg 
& C hen On, érid Superior in: 

arbon Co., rior Ave. ; 

IT: Buckland Van Wald, 433 ‘Shelby St.; 

ee H & Ce, 27 WW. 


t= ° on 5H 
Business Machines, 417 Cedar Lane.: WASHING- 
TON, D.C.: American Typewriter Co., 1431 E. 
Capitol St.; MINNEAPOLIS: Roy Chase Co., 820 
Phoenix Bivd.; CANTON, OHIO: Mimeo Sales & 
Service, 209 3rd St. 


WRITE OR CALL — ALSO FOR FRANCHISES 


Rox- DISTRIBUTING 
CORP. 


ne W. 23rd St., New York 11, N. Y. CHelsea 3-503! 
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used space requirements are reduced to 
the point where film of 375,000 letter size 


documents can be stored in one drawer N fF V - R- K U R . 


of a standard filing cabinet. 
Whatever methods are used in pro- CARBON PAPER 


tecting your records, and you will prob- 
ably find that a well balanced program id plastic, bachadck, 
includes all three, remember protection 
only begins when the records are in the 
vault or in the out-of-town depository. 
If the program is to be effective, posting 
and duplicating techniques must, as near 
as possible, provide for immediate move- 
ment of iieaay ars rye that day to the CAN BE USED 
depository. Only in this way can the 
overall ae eh limited to work in TWICE AS LONG 
process at the time of disaster. 
Reconstruction. If the need for re- 
construction exists there is the proba- 
bility that the job may have to be done Your customers will ap- 
by personnel entirely unfamiliar with preciate your showing 
your business, records or methods. Those them how NEV-R- 
of you who have had the experience of | KURL still gives sharp 
tracing an old transaction through | Clear impressions even 


: : after the inked surface 
changing forms and systems will appre has wort oll teen tem, 


and_ continuous 
use. The reason is that 
every sheet of NEV-R- 
KURL carbon paper is 


2 fully inked and will con- 
1OTALIA tinue to give good im- 
pressions long after the 
adoine Listine wmacuing : gloss is gone. NEV-R. 
KURL lasts 50 per cent 
longer because the finest 
uality paper is used, 
p 8 best inks— discov- 
ered through years of 
research—and the plas- 
tic backing are bonded 
exactly right. Suggest 
that your prospects com- 
pare NEV-R-KURL 
with any other carbon. 
NEV-R-KURL custom- 
ers repeat—a real profit- 
maker for any dealer. 


Phillips 


PROCESS CO., INC. 


ciate the problem. It is therefore of raven 
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More and MORE 
Dealers 
everywhere 
are saying:- 


They ne “FASTEN-ATING” 


prime importance that the following 
measures be taken: (1) Material should 
be clearly labeled with exact and non- 
changing nomenclature. (2) Suitable 
numerical indexing should be used to 
indicate continuity and identification. 
(3) Coneise and detailed instructions 
should be prepared for the reconstruc- 
tion of each record and lodged with 
the duplicate records. (4) A control 
record maintained so that upon redup- 
lication of a record the previous mate- 
rial may be withdrawn or disposed of. 
This avoids overloading the depository 
with unnecessary detail that would only 
tend to cause confusion.—From a pa- 
per presented at the Office Week For- 
um, National Business Show, New York, 
Oct. 25, 1950. 


English OMA 


(Continued from page 57) 


CORRESPONDENCE: 
‘Are incoming letters answered 
promptly ? 

Are replies (particularly those to 
complaints) couched in courteous 
terms? 

Are outgoing letters grammatically 
correct ? 

Are letters well produced? 

Is the stationery neatly folded when 
inserted in the envelope? 

Is the envelope neatly typed? 

Are letters filed immediately and 
methodically, or does your filing de- 
partment have masses of documents 
which they cannot classify or file suit- 
ably? 

How long do you consider it neces- 
to keep your correspondence? 

Is there correspondence with particu- 
lar firms which you consider should be 
kept permanently? If so, it is? 

Does your mailing section use postage 
stamps, and if so is there proper con- 
trol of these, or would a postal meter 
be preferable? 

Do you check incoming and outgoing 
mail by having it occasionally directed 
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oT trovecaegepenetese 


tener set rere 


through your own office? 
OFFICES: 

Are these kept clean? 

Does the scheme of decoration cause 
favorable comment, and is it conducive 
to better output? 

Are the desks arranged to the best 
advantage and in orderly fashion? 

Are filing cabinets utilized for the 
purpose intended, and cleared of un- 
necessary documents from time to time, 
thus obviating the cost of purchasing 
more cabinets and the increase in space 
required ? 

MACHINERY & EQUIPMENT: 

Is this used to full advantage and 
properly maintained? 

Have the machines justified their in- 
stallation? 

If the machines were replaced by 
later models or other makes would in- 
creased efficiency result? 

SALES: 

Are delivery promises being kept? 

Do you see all written complaints 
from customers? 

To what extent in time and money 





TYPEWRITER 
Caluos 


Export 


Wholesale °@ 
with our new 


REBUILT == Hrammertone Snish 
SELECT ROUGH veneers 


rental stock 


Our long experience in the Typewriter field 
is your assurance of satisfaction and maxi- 
mum profit. 
a 
We specialize in 


SPECIAL TYPE @ ELECTRIC and 
WIDE CARRIAGE TYPEWRITERS 


Write for When in New York we'll 
Price List be glad to show you 
Cable: through our 12 floors 
TYPEDIS of office machines. 


TYPEWRITER DISTRIBUTORS, Inc. 


29-31 E. 22nd St., New York 10, N. Y. 
ORegon 4-6400 |. R. Ritchie, Sales Manager 
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~14 WITH ANY 
MIMEOGRAPH 


AT DOUBLE 


THE PRICE! 


Menatostured in Drachten, 


, Duplicatorfabrieken: 
“PRESTO” 


STENCIL 
MODEL X DUPLICATOR 


*® Closed Drum—easily removable. 

* Inside Inking Brush—semi-automatic with 
individual outside handle. 

* Compact size for storage—size closed 17" 
eit’ att. 

*% Automatic Feed with stabilizer bar. 

* Uses 4-hole legal size stencils. ; 

%*& Postcards to legal size—full 8" printable 
width, 

* Fully guaranteed, sturdy construction, no 
service problem. 


IMMEDIATE DELIVERY 
LARGE U.S.A. STOCKS 


Write or use coupon. 
Territories open for representatives. 
MID-CONTINENT SALES CO. 


Exclusive Distributors for U.S.A. 
111 W. Jackson Bivd., Chicago 4, Ill. 


Please send full details on Presto Model X. 


% 


Company 
Address 


SERRE EEE R ELE EEE EEE ST SE 
sen 
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MAGIC-JOG PAPER JOGGER 


Just the weight of the paper 
starts the jogging action. Pays $18.95 
for itself quickly in mail rooms, 
duplicating rooms, file rooms, 
printery, bindery, etc. Handles 
all weights of paper. 10" x 12" 
deck. Light but strong. Fast and 
efficient. Operates on 110-120 
A.C. Available also for D.C. 
Order today. Satisfaction is guaranteed! 


Speed Work 
a Lame 
ve ge 
Hundreds of 
uses in your 
office! 


wo &'Re, 
Co “~ 
z MAGIC CIRCLE MANUFACTURING CORP. 


vA 
‘rq co 6136 E. Admiral Place 
Tulsa, Oklahoma 


EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
ante2 prompt personal attention, lowest 
prices and absolutely reliable service. 





119 LAFAYETTE 








NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.”’ Telephone: REcter 2-6580 





ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT eae " merry! 
|. A. DEHN, JR. 
Th Pione Ad j fs Md 


ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box.144, Elmhurst Station, 
Oakland 3, Calif. 





is your company committed by orders 
on hand, and has it scheduled purchases 
and production accordingly ? 

Does the company have up-to-date 
information regarding market trends, 
financial status of its customers and 
the financial condition of any foreign 
country with which it is dealing? 

Is the company kept up-to-date with 
information regarding competitive 
goods ? 

Are sales invoices mailed promptly 
after dispatch of the goods, or is this 
considered immaterial? 

Are the ledger accounts and docu- 
ments awaiting entry thereto kept in 
safe custody? 

Are checks deposited on day of re- 
ceipt, or only at your cashier’s con- 
venience ? 

Is proper control kept of all cash 
and other securities? 

Is your accounting department able 
to produce a monthly balance sheet 
quickly after the end of each month 
showing trading results for the month 
and/or the year to date? 

Do all customers pay their accounts 
promptly ? 

Do you know the value and date due 
of unpaid accounts? 


STOCK CONTROL: 


Can the approximate ratio of total 
stock to sales be ascertained quickly? 

Is there any item of stock in excess 
ratio to sales? 

Have any goods been held in stock 
more than a reasonable time? 

Is all such stock still in good condi- 
tion? 


PURCHASES: 


To what extent in time and money is 
your company committed? 

What purchases are made which re- 
sult, on selling, in complaints from 
customers? 

Are cost records up-to-date and do 
they show the trend of costs? 

Are suppliers’ invoices dealt with 
promptly and payment effected on the 
due date, or do you delay payments so 
that your supplier, without complaining, 
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considers you slow in payment? 

Does your system enable you to ascer- 
tain overdue invoices owed by you at 
any time? 

FORMS: 

Are your internal or external forms 
properly designed to create an impres- 
sion of efficiency? 

Are they easy to read? 

Are they so designed that data can 
be inserted easily? 

Are the sizes of forms economical and 
are they suitable for office machines, 
filing cabinets, binders, ete.? 
PERSONNEL: 

What is the office labor turnover, 
male and female? 

Are employees advised as to com- 
pany policy and encouraged to play 
their part in developing the organiza- 
tions? 

Are employees discouraged from mak- 
ing complaints or suggestions? 

Do you know the percentage of ab- 
senteeism or bad timekeeping? 

Do you know why employees leave 








REDIFIXT 


BUSINESS FORMS 
CARBON INTERLEAVED 
Continuous or Single Sets 


Invoices @ Sales Slips 


Shipping Records @ Accounting 
and Tabulator Bookkeeping 


Machine Forms @ Any Form for Any 
Business Purpose 


Write for information, 
Samples and prices 
on our famous 


Redifixt W-2 TAX FORMS 
for 1951 


CONSOLIDATED 


BUSINESS SYSTEMS, Inc. 
DEPT. 68 
30 VESEY ST., NEW YORK 7, N. Y. 











Ask for 


Bulletin 
QO-15 


“The machine to count on” 
%* Adds 
%* Subtracts 
% Multiplies 
% Credit Balance 


Remarkable Engineering 
Innovations: 


Dual purpose operating keys. 

Non-add and electric correction keys. 

No idle strokes. 

Rubber cushioned mechanism. 

Fast unidirectional main shaft for 

long life, speedy and quiet operation. 
uick and easy repairs through 

simplified assembly in sections. 

Rubber roller feet permit moving 


without lifting. 
Compare 
Prices and Performance 


DEALERSHIPS AVAILABLE 


IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 
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STORMS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


MANUFACTURED FOR THE 
DEALER TRADE excuusivety 


@ DEALER IMPRINT PACKAGING 


@ DEALER IMPRINTED-BACK 
CARBON PAPER 


@ SPECIAL CARBON, RIBBONS 
AND ROLLS 


FINEST QUALITY PRODUCTS BACKED BY 
OVER A HALF-CENTURY OF MANUFAC- 
TURING EXPERIENCE. 


If you want to sell new customers who will 
stay sold or if you would like to offer your 
old customers a better product than ever 
before then write now to DEPT. H for details. 


“THE COMPLETE LINE" 
stands the test of time 


> 
te 
ORos eTER 


"e004 mane 


nab 


H. M. STORMS COMPANY 


STORMS BUILDING 
BROOKLYN 16, N. Y. 





the organization? 
TELEPHONES: 

Is there a check on the efficiency of 
your telephone operators by making 
calls to them from outside in order to 
ascertain how they converse, and how 
long elapses before the connection is 
made to the person you require? 

Are expensive trunk calls made when 
the information required could be ob- 
tained quickly enough by writing a 
letter ? 

RECEPTION OF VISITORS: 


What amenities do you provide? Are 
there comfortable chairs and reading 
matter? 

How long do visitors have to wait 
before they are interviewed? 

Is the same courtesy extended to 
salesmen and similar callers as to your 
customers ? 

Is the extended reception designed to 
convey a favorable impression ? 
RECEIPT OF GOODS: 

When goods are delivered to your 
plant or warehouse, are the drivers of 
vehicles given immediate attention, or 
is their time wasted by indifference on 
the part of your staff? The driver 
forming a poor impression will not fail 
to publicize the fact. 

The motive of this article is to sug- 
gest an examination of the above points 
in your organization so that, where pos- 
sible, improvements may be effected. 
Each employee should be made to rea- 
lize that he or she is an integral part 
of the organization, and that failure 
to comply with a specific standard af- 
fects the efficiency of the company. The 
questions raised cover a number of com- 
paratively small jobs, unfortunately 
sometimes considered to be unimportant. 
An excellent example of how a rela- 
tively unskilled job can be endowed 
with glamour and amusement can be 
seen at ice skating rinks when the ice 
is swept by attendants marching to the 
accompaniment of music. Keen and 
conscientious employees sometimes fail 
to realize that their over-enthusiastic at- 
titude and tone of voice may be aggres- 
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DE LUXE "Safette™ 
ALL 
METAL 
Personal 


FILE! 


KEEPS YOUR PERSONAL PAPERS 
SAFE—HANDY-—CONVENIENT! 
Meets your every demand for a top quality personal 
file. Large secret chamber with 5 storage envelopes. 
Main compartment with 20 file folders, Fire resistant. 
Water repellent. Swivel front opens a full 3 inches. 
Two locks. Two keys. Made of heavy yauge metal for 
long life, lasting looks. Beautiful hammerloid finish. 

Office gray or green. 13” x 12” 

x 52” deep. Packed 1 to car- $7.95 

ton. Shipp, Wot. 8 Ibs. A top T; 

value. Order your -needs today. Retail 
MASO STEEL PRODUCTS 

Dept. O, 81 W. Van Buren St., Chicago 5, Ill. 








INCREASE 


INCREASE 


ggcurity ge 
RiteR SAL 
INCREASE 


Safeguard Instant 
Checkwriters afford 
Complete Bank Ac- 
count Protection. 


Overseas Distributor 
Safeguard International 
3312 Lancaster Ave. 
Phila. 4, Pa. 


Safeguard Corp. 


LANSDALE, PENNSYLVANIA 





to 31, then month 
changes. Self-inking, 


of course. 


WMV A FORCE 


& COMPANY, INCORPORATED 
4 K rY 


THREE QUARTERS OF A CENTURY’S SERVICE 
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CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biiromarkt—Classified Directory _ 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a great help to each businessman, dealing 
with Germany. 


Please check also the toutes editions! 
e 


Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 
Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundiage rationelier Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Biirotech- 
nik, 144 pages, 57 illustrations, 1.50 US- 
Doliar. 
Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und thre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
“Biromarkt" which appears twice a month 
for an annual subscription rate of 5. US 
Dollar, and which informs you about all 
novelties coming on the European market. 
Post your order to: 

VERLAG PETER BASTEN, 

AACHEN, GERMANY 
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VALET 75 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 





Wraps are exposed to air 
and light. Employees do not face the 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 [illustrated) accommo- 
dates 18 in 9 feet. 


Lockerettes save space too 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN NO. OL10 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, HI 





sive, particularly on the telephone, and 
likely to irritate people. The telephone 
plays a considerable part in contact 
with the outside world and the technique 
of operation can be developed to en- 
hance a firm’s reputation by this in- 
visible contact. 

The Office Management Association 
during the past year has made many 
contributions to the more academic sub- 
jects referred to at the beginning of 
this article. Its conference in Borne- 
mouth last May covered papers on The 
Technique of Planning a System, and 
Organization and Methods Services. 
One-day conferences have also been held 
on wages procedure and stores control, 
with exhibitions of office machinery 
utilized for the operation of these jobs. 
Lectures have also been given on Out- 
put Control, Stimulating Output, Use 
of Best Methods and Quality Control. 
Publications have been issued on Wages 
Procedure, Stores Control, Clerical 
Salaries Analysis, Job Grading Sched- 
ules and Bought Ledger and Sales 
Ledger Systems. Research has also been 
made on Administrative Practices, 
Work Measurement and Unit Costing 
and other subjects. Visits have been 
arranged to a number of big firms to 
examine various methods used in their 
offices. In conjunction with the British 
Institute of Management it is also en- 
gaged in the preparation of a new pub- 
lication Office Management in the Small 
Office. Education facilities for the study 
of office management subjects have been 
developed, courses of study and exami- 
nations arranged. The association is also 





We are offering OVER-ALLOW- 
ANCES on TYPEWRITERS & ADD- 
ING MACHINES in any quantities. 
Advise number available. Give 
complete description, make, mod- 
els, serial numbers and price 
desired F.O.B. your city. We have 
facilities for pickup and transpor- 
tation. 


Central Office Appliances, Inc. 


614 CAROLINE ST., HOUSTON, TEXAS 
Phone CH-0972 
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cooperating with the British Standards 
Institute in considering standards for 
office equipment such as desks, tables, 
filing and storage, office machines, forms 
and stationery. This therefore is the 
association’s part to attain improved 
office administration for the future, to 
secure the utmost benefit from experi- 
ences of various firms, and to cope with 
new demands which will be made to 
secure lower costs and minimize labor, 
having regard to the export and re- 
armament needs of the country. 


Distributors’ Job 


(Continued from page 104) 


mendous and manufacturers and dis- 
tributors have a great opportunity to 
meet the need for better office devices. 
The office will continue to be mecha- 
nized. On my recent visit to New York 
and Chicago and to concerns that we 
are trading with in those cities, I saw 
excellent prospects for some good sta- 
tioner and office equipment dealer to 
make a survey and submit a proposal 
to modernize their offices and prove that 
it will pay them big dividends. 

We have here with us, a Mr. Leslie 
Williams from Liverpool, England. He 
won a contest and a scholarship to take 
a training course with our company 
here for six months. He has been with 
us 1% months. I asked him the other 
day, “Well, have you learned anything 
so far that you can take with you back 
to England to help you in your work 
with the Lawton Supply Co?” He said, 
“Yes,” and then added, “The most out- 
standing difference is the fact that the 
English people in my market have to 
be taught to purchase quality office sup- 
plies and quality office equipment. Un- 
less the consumer desires to purchase 
new and better equipment like the 
Americans, then they cannot be as effi- 
cient.” 

Dealers in America should realize 
that it takes years of hard work to 
teach the consumer to pay a reasonable 
price for, and desire, quality merchan- 


Tue Orrice—January, 1951 





Win with Weber !* 


Today's Most Saleable 
MECHANICAL ADDRESSER 


* The Weber Way is the better way—the best 
way to address LARGE mailing lists or small. 
Display the new Weber with the magic wick. 
Advertise it. Demonstrate it. Dealers every- 
where are finding that the new Weber is today’s 
most saleable mechanical addresser. And it’s 
trouble free too! No service calls. Write today 
for details about a new Weber Way direct mail 


advertising program we’ve prepared for you. 
WEBER EXCLUSIVES 


@ ADJUSTABLE CAPACITY to take post cards, en- ~ 


velopes, booklets and one-inch catalogs. 

@ ADJUSTABLE FLUID CONTROL to suit type of 
paper stock being aetete : : 
AUTOMATIC EJECTION face up as piece is ad- 


dressed, leaves hands free for continuing operation. ~ 


FINGER TIP PRESSURE on take-up spool ad- 
vances roll, 

FULL VISIBILITY through transparent pressure 
bar gives clear view of addressee, facilitates posi- 
tioning. 

RECORDO-PRINT ADAPTOR for addressing direct 
from file-cards, ledger sheets, etc. 


F THE HANDI-MATIC"’ 


Ee yeberWay 


OF ADDRESSING 


STESSSSSSSSSSSSSSSSSSSSESSSEER SEES EEEE, 
JOSEPH A. WEBER 
230 WEST CENTRAL ROAD 


( Send me free details on how | can “Win 
e! ” 


with Weber. 
() Enter an order for Weber Addressing 


Machines with the magic wick. 
fet ig A OEE TT Or er OTS GO 
ADDRESS: 
WEBER ADDRESSING MACHINE CO. 
230 W. Central Rd., Mt. Prospect, Ill. 
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A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER~> 
stops vibration .. 
softens touch 


SPONGE RUBBER> 
Absorbs noise 


@ At last—an attractive pneumatic- 
a cushion that definitely softens 


e clatter of typewriters saga 
and electric) . . . adding machines .. . 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by er nerves 
. and higher production . . . better 
morale! 
The effectiveness of the RITCHIE 
ny CUSHION offers unlimited sales end profits 


to wide-awake dealers. Write for ices and 
discount data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


Cherry & Sheridan Sts., Philadelphia 6, Pa. 
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dise and equipment. Many dealers must 
practice sound business principles to 
give the best service. Our industry is 
a service industry. Sales of quality 
merchandise and equipment create a 
profit to the customer and to the seller. 
This means that many dealers in our 
industry must do a better job of dis- 
tribution. The growth of our industry 
has been tremendous and we have had 
our growing pains. There is a lot of 
educational work to be done not only 
for management in our industry but for 
the salesmen. 

The National Stationery & Office 
Equipment Association with the many 
services being rendered like product 
training course, cost of operations, etc., 
is contributing to our industry’s tre- 
mendous growth of membership. It is 
also gratifying to know that in an office 
there are great opportunities existing 
for those who will apply themselves and 
take their job seriously—an employee 
can start as a typist, file clerk, then 
accounts receivable operator, then office 
manager. The office manager can be- 
come indispensable to management with 
data and information to help guide the 
business so that he or she could become 
a top executive. 

Most of the items used in an office 
30 years ago are not in use now. The 
many new office devices produced today 
will completely change the office in the 
next decade. It behooves each dealer 


Are Nour 6 Guide Tabs bey ei 





Gabroakadie spring Jaws 
p them firmly to cards but 
perm rmit removal or rearrangement. 
rge openings covered by trans- 
Pregrta pyroxylin, white, blue, green, yellow, pink, or red. 
=: » a in perforated strips for typing. 
wide and 2 in. Tops straight or bent 


Sold by leading stationers, U. S. and foreign, or_sent 
—— to responsible firms on 30 days’ trial. Price 
ree. 
Samples (5 or less) 2 cents each. 


12,500 used by Hobart Bros. Co., Troy, Ohio 
CHAS. C. SMITH, Mfr., Box 722, EXETER, NEB. 
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to be alert, attend national and regional 
conventions, read all trade magazines 
and be ready to “change with the 
change.” 


Forms Distributors 


(Continued from page 104) 


tion, every function that contributes to 
the production and distribution of those 
products must be based upon a high 
standard of quality and an equally high 
standard of service. Each member of 
the National Business Forms Asso- 
ciates is continually striving toward 
that goal and their products are favor- 
ably known from coast to coast. 

Every effort is made to design, re- 
design, produce, service and distribute 
business forms and allied products that 
will best serve the particular purpose 
or application for which they are in- 
tended and used. Hence the rigid care 
of detail, the exacting development of 
surveys and analyses which are the 
backbone of organizing systems, the 
constant search for broader knowledge 
for simplifying and standardizing busi- 
ness form systems, and the many other 
techniques and functions that assure 
quality and service. 

But the principal factor of attaining 
and maintaining a high standard of 
quality and service is the contribution 
of the management and employees of 
the many independent business form 
producers working as a unit. Their ex- 


JUST IMAGINE / 


ON ae SHER Magee 


CAN RENEW 
ANY OF THESE BALL sul Me 


“ rshorp Reporter @ 


‘ 
FISHER REFILL“FOR wriie ter Se 
BALL POINT PENS 20 xofills to be se 


FISHER PEN COMPANY e..cncs t nsis 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Qunngueeedaall 


ASK YOUR DEALER 
Ionperial 


DESK CO. 
Evansville, Indiana 








STEN-SPRAY—STENCIL WASHER 
"The Quick-Clean Way" 


Baked 
Enamel 
$36.50 
Stainless 
Steel 
$51.50 


WUERTH OFFICE AIDS CO. 
2168 Shattuck Ave., Berkeley 4, Calif. 





pe nmtes ALL TRAVELERS! 


KEEP YOUR EXPENSES IN 


BEACH’S 


“‘Common Sense” 


EXPENSE BOOKS 


Get them frem your 
stationer or write to 


Beach Publishing Co., Detroit, Mich. 


7338 Woodward Avenue 




































































Model 41— 
3 Movement 


WRITE FOR 
DETAILS 





654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE. C0. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8. NEW YORK 
105 W. MADISON ST.. CHICAGO 2. ILI 





+ MT4 


PATENT NO. 1610368 
Other Patents Pending 


UNIVERSAL 
TUBEFILE 


AT LAST an easy way to file and 
find large maps and tracings. 


METAL CABINET ¢ LOCK 


DELIVERY NOW 


Dealer Inquiries Invited 


SCOTT-RICE COMPANY © 
610 S. Main’ Tulsa 3, Okla. 








SOOMIROL 


Metal Noise-Reducing 
PADS FOR ALL 
TYPEWRITERS 








Engineered and constructed for use with each make 
of typewriter and guaranteed to produce the fol- 
lowing results: PERMANENCE—all metal construc- 
tion; CLEANLINESS—baked enamel surfaces for 
easy cleaning; NOISE CONTROL—perforated metal 
surface backed by absorbent felt; VIBRATION 
CONTROL—with rated felt feet; NO MACHINE 
CREEPING—pad has Feltan base. These features 
mean economy of machine operation at lower 
noise levels with less fatigue and fewer errors. 
Write for complete information. 


JARDIN ASSOCIATES, Inc. 


75 MAIDEN LANE, NEW YORK 7, N. Y. 


CLAR-O:TYPE 


$ 
MAM ING riDY! 


Sharpens dull, ink- 
clogged type, gives 
clear, readable im- 
pressions. Quick— 
thorough — non- 
inflammable. No 
brushing or spatter- 
ing. It evaporates 
slower, lasts longer. 





Beat Known 
Known 42 Sear 
_—_— 


THE CLAROTYPE CO., INC. 
261 Broadway, New York 7 





perience, skill and cooperation is con- 
stantly directed toward designing and 
producing quality products which can 
be distributed on a competitive basis. 

Quality business form products and 
allied products distributed by the Na- 
tional Business Forms Associates are 
many and varied as is expected of a 
large and reputable national organiza- 
tion. Whatever the business or applica- 
tion, it is certain that there is a product 
to fit like a glove. It may be a simple 
multiple copy manifold book used by 
a salesman to record orders or it may 
be a complete system, a 12 or more part 
snap-a-part set combining an order, in- 
voice, production order and bill of 
lading. Again it may be a rather simple 
continuous form used in an autographic 
register or a complicated multiple con- 
tinuous form used on a tabulating ma- 
chine or teletypewriter. The products 
and services of the National Business 
Forms Associates have earned an envi- 
able reputation, and this combined with 
good distribution makes a sound foun- 
dation for future operation. 


“If you mean ‘experience with executives’ 
then I certainly have had executive ex- 
perience.” 
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ORIGINAL UNDERWOOD 


TYPEWRITER RIBBONS 


Give Best Results 
on All Machines 


Underwood's 

self - service 

display makes 

easy selection 

of ribbons for 

ALL typewrit- 

ers. . 
Typewriter Ribbons—and Carbon 
Papers—made by the original John 
Underwood Company since 1874, 
still lead the field in quality year 
after year. You may pay more but 
you will not get the best results 
on all machines until you standard- 
ize on John Underwood Carbons 
and Ribbons. 


JOHN UNDERWOOD & CO. 
“Underwood Building" 
30 Vesey Street New York 7, N, Y, 
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NEWS 
of the Office 





NOMA Conference-Exhibit 


H. J. Brogley of Johnson & Johnson, 
general chairman of the National Office 
Management Assn. conferences and ex- 
hibitions committee, announced that the 
following subjects would be covered by 
speakers at the 32nd annual conference 
in New York, May 20-23: Conservation 
of Human Resources in the Office, Human 
Relations in the Office; History, Devel- 
opment and Use of Office Machines and 
Equipment; Job Description and Evalua- 
tion, Work Simplification, How the Office 
Manager Can Improve Himself, Making 
the Office Career Attractive to Youth, 
and Women in the Office. 


The A1]- Purpose 
Business Show will 
include 200 booths 
in the huge 7Ist 
Regiment Armory, 
of which most 
have already been 
sold since contracts 
were mailed to for- 
mer exhibitors last 
November. Once 
again, NOMA is co- 
operating fully with 


A. C. Spangler 
the Office Equipment Manufacturers In- 
stitute, Metal Business Equipment Indus- 
try and Wood Office Furniture Institute 
to bring New York a great and highly di- 
versified business show of equipment and 


supplies. Mr. Spangler is already able 
to announce that an exhibitor waiting list 
has been made necessary because of the 
overwhelming demand for space. 


OEANY Vice Presidents 
Office Executive Assn. of New York, 


Ine., announced the election to executive 
vice president of Homer B. Harrison, 
Kenneth H. Ripnen Co. Mr. Harrison, as 
architect and engineer, has been con- 


cerned for many years with the design 


162 


and construction of office buildings and 
the business offices they contain. Earl 
C. Bunee, Antara Products Div., General 
Dyestuff Corp., was appointed vice presi- 
dent in charge of meetings and member- 
ship. Mr. Bunce was formerly director 
of meetings for OEA. As vice-president 
he will replace Mr. Harrison. 


OMAC Scholarships 


Office Management Assn. of Chicago 
offers two semi-annual $40 scholarship 
awards for office management courses 
at Northwestern University’s Evening 
School of Commerce. Applications for 
examinations, open to OMAC member 
company employees, should be sent to 
George A. Roubik, OMAC secretary, 105 
W. Madison St., Chicago 2. 


N.Y.U. Systems Courses 


New York University will expand its 
Systems and Procedures Institute begin- 
ning Feb. 5. The program will consist 
of six courses. New courses include 
‘*Workshop in Organization Planning 
and Analysis’’ and ‘‘Cost Reduction 
Through Mechanized Office Procedures.’’ 
The former consists of 15 two-hour 
weekly evening seminars to train present 
and potential supervisors and executives 
in the techniques and theories for busi- 
ness organization. Planning requirements 
at the administrative, management and 
operating levels will be discussed. Semi- 
nar leader, Harold A. Finley, manager, 
Management Research Division, Metro- 
politan Life Insurance Co., will be as- 
sisted by guest specialists. Charles J. 
Berg Jr., assistant manager, Manage- 
ment Education, Metropolitan Life In- 
surance Co., will be the instructor in 
‘Cost Reduction Through Mechanized 
Office Procedures,’’ designed for. execu- 
tives, supervisors, office managers and 
staff personnel in office management and 
systems work. The program of the Systems 
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The Marchant man to the rescue with the only 
calculator with Push-Buttor* Multiplication or 
available on both the Figuremaster and the 
low-cost Figurematic. Since more than half of 
all calculator work is multiplication, the 
young lady is happy indeed to get a 
Marchant... the calculator that 

multiplies easiest and fastest because 

it saves one step in every multiplication 
problem. The Marchant man in 

your phone book will prove this on 

your own work. Call him today. 


(NEW AUTOMATIC LINE-UP 
SPEEDS DIVISION. Touch of 
new Division Control automatically 
lines-up dividend and divisor as 
division begins 


Mail this Coupon with your business letterhead to get our free m 
GUIDE TO MODERN FIGURING METHODS 

ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] 
MARCHANT CALCULATING MACHINE COMPAN 


Y 
OAKLAND 8, CALIFORNIA 01 
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FRPUSH-BUTTON MULTIPLICATION 
Touch of a key in this row enters 
multiplier digit POSITIVELY. . . car- 
riage shifts AUTOMATICALLY... 
answer appears SIMULTANEOUSLY 


AMERICA’S FIRST 














DICTATING 
for DICTAPHONES, EDIPHONES 


Economically Priced 
— Guaranteed to 
SHAVE YOUR 
CYLINDER COSTS 








SOUNDSCRIBERS 
AUDOGRAPHS 
EDISON DISC 
MACHINES 


New Super Coating 
Improves Recording— 
Less Surface Sound Noise 


ESTABLISHED 1929 


STANDARD RECORD CO. 


50-18 VERNON BOULEVARD, LONG ISLAND CITY 1, N. Y. 




















and Procedures Institute is planned by 
an advisory committee. J. G. Nagro, 
chairman, is methods supervisor at the 
Birds-Eye, Snider Division, of General 


Foods Corp., and he teaches ‘‘ Principles _ 


of Office Systems and Procedures.’’ 
Frank L. Barker, senior supervisor, Form 
Control Section, Standard Oil Co. (N.J.), 
heads the class in ‘‘Principles of Form 
Design and Control.’’ ‘‘Graphie Presen- 
tation of Statistical Data,’’ designed to 
provide a pene. knowledge of the best 
methods of translating statistics of all 
types into charts and graphs, is taught 
by Chester W. Haemer, charting super- 
visor, Standard Oil Co. (N.J.), and 
Jerome Barnum, director, Jerome Bar- 
num Associates, is instructor of ‘‘Simpli- 
fication and Measurement of Office 
Operations.’’ Further information from 
Denis Sinclair Philipps, Management In- 
stitute, New York University, 1 Wash- 
ington Sq., N., New York 3. 


National Business Show 


Rudolph Lang, managing -director of 
the National Business Show operated by 
the Office Executives Assn. of New York, 
announces to exhibitors that the 1951 
exhibition will again be held in the 
Grand Central Palace, from Oct. 22 to 27. 


ACME Officers 
At the 21st annual meeting of the 


. Assn. of Consulting Management Engi- 


neers, the following officers were elected 
to serve this year: Horace G. Crockett, 
McKinsey & Co., New York, president; 
James L. Allen, Booz, Allen & Hamilton, 
Chicago, Arthur B. Dougall, Stewart, 
Dougall & Associates, New York, and 
David A. Uebelacker, Ford, Beacon & 
Davis, Ine., New York, vice presidents; 
David 8. Loudon, George 8S. Armstrong 
& Co., New York, treasurer; Nathaniel 
W. Barnes, executive secretary. 





Records Protection 


(Continued from page 94) 


needed to promptly recover monies; 
and records needed to avoid delay in 
restoration of production, sales and 
service. These records should have pro- 
tection which will assure that they will 
be preserved. 

Class II. Important records, includes 
records a reproduction of which could 
be obtained only at great expense or 
only after considerable delay. Most 
operating and statistical records belong 
in this class. Insofar as possible, these 
records should be given the protection 
recommended under Class I. 

Class III. Useful records, includes 
those records whose loss might occasion 
much inconvenience but which could be 
iairly readily replaced. These are not 
usually of sufficient importance to de- 
mand special forms of protection. 

Class IV. Non-esential records, 
includes the material which upon ex- 
amination is deemed eligible for de- 
struction. Their disposal should be 
accomplished as promptly as possible 
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so as to reduce the fire hazard. 
Even though the dispersion method 
of affording protection particularly to 


vital and important records is used, it 
is felt by many business men that those © 
records which are used daily and re- 
ferred to constantly should be given 
maximum protection at the point of — 
use. Such protection is available for 
most of these records at relatively nomi- 
nal costs. The value of protection of 
this kind in case of direct hits is un- 
known. However, as has been previ- 
ously mentioned, the greater danger for 
most businesses is from the fire which 
follows such blasts and imperils a much 
wider area. In this case, adequate fire 
protection housing will bring the rec- 
ords through. Without such protection 
the records are apt to go up in smoke. 

Even with photographie copies avail- 
able for reproduction purposes through 
the dispersion method, the cost of re- 
producing them is far greater than the 
original cost of point of use protection. 
So it would seem that a very careful 
study should also be made in regard to 
protecting the actual records as ade- 


165 











2 hands 
collate 
3,500 
sheets 
an hour 


with the EVANS GATHERING RACK 


Reduce the time and money spent in your TU MODELS: 


office on collating, as do thousands of 
other offices, large and small. Worker 
stands or sits, collating without fatigue. 
8 different size racks, of all aluminum, 


collapsible for setting aside when not in -py 76: 6-sections with stand 


use. Each section holds 500 sheets at 45° 


angle. Choose the model best suited to All racks available in half-width for sorting checks, 
assembling direct mail material, etc. 


your needs. 


See your Dealer or Write: EVANS SPECIALTY CO., INC., 407 N. Munford St., Richmond 20, Va, 











A NEW CONCEPT 
IN KEYBOARD DESIGN — 
PERFECT SYMMETRY 





MACHINE CO., Inc. 
ne o By ~em 
66 30536 


Large Legible 
Figures visible 
thru Transparent 
Paper Tear-off 
Bar 


SYMMETRICAL KEYBOARD 


—Permits fixed position of hand, 
with slight movements, to control 
entire keyboard. 


—Aliows right or left hand touch operation 
with equal facility. 

—Features all single purpose ‘‘live”’ func- 
tion keys for extreme simplicity. 
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quately as possible even though they 
have been made available for reproduc- 
tion through dispersion of photographic 
copies. 


It becomes quite apparent that the 
solution of the protection of American 
business records, those which have built 
this country into the greatest producing 
nation in the world, does not lie in any 
one answer. Business must decide for 
itself how far it wants to go in setting 
up a record protection plan. An inter- 
esting sidelight, which has been dis- 
closed by those who have been working 
on this problem, is the fact that many 
records used in everyday business are 
not only non-essential but can be elimi- 
nated entirely. In some cases the ex- 
pense saved by eliminating the cost of 
making and maintaining these unneces- 
sary records has gone a long way to- 
ward paying for protection of the 
records really needed. 


If this sudden interest in the operat- 
ing records of American offices has done 
nothing else, it has turned the spotlight 
on the office in a way that has never 
been done before. The results, to date, 
point to the fact that office routines in 
the future will be much more efficient 
operating-wise in respect to proper 
safeguarding against the by-products of 
enemy attack and everyday business 
hazards—fire. 


Businessmen should keep in mind that 
approximately every minute of the day 
and night some American business goes 
up in smoke with a resulting insurable 
loss running well over $700,000,000 a 
year. The National Fire Protection As- 
sociation estimates that the record loss 
from such fires is about four times the 
insurable loss. Fire is a major normal, 
peacetime enemy. In time of war the 
normal hazard would be magnified 
many times, sinee the result of almost 
any type of enemy attack would be 
largely incendiary. American concerns 
—large and small—would be well ad- 
vised to review the situation in regard 
to “protecting the records. that protect 
their business.” 
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Ba DUPLICATORS 
4 \ and Supplies for 
ail Duplicators 


io 


HEYER CORP - CHICAGO 





ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 

















TYPE CLEANING MADE EASIER 


Wo 


Typists ond business CLEANS 


machine operators want 
*Norta Plastic Type Cleaner 
—it's easy to vse—no mess 


— no liquids to spill. ¢ Marking Devices, etc. 


*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free sample sent upon request write to 


NORTA DISTRIBUTING COMPANY 


’ 1123 Broodwoy, New York 10, NY 
ESE EEE ESE EE SESE EEE SE SESE SESE 
i For Top Quality in , 
TYPEWRITER RIBBON 
FABRICS 
~ 
i 


HARRIS THURST : 
4 ON, Inc. 


Main Office & Cutting Factory & 
Laboratory — Warehouse 


41 Thomas Street 320 West 68th Street 
New York 7, N.Y. New York 23, N.Y. 


FETE TEE ESE TE SE TE SESE SESE IEE 
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One Operator _ Educational Benefits 


(Continued from page 92) 


| 
Can H andl € =F 000 | they should be ready for advancement a 


and more accounts | little quicker. Nevertheless, it is per- 


fectly clear that there is a business edu- 
cation training responsibility and obli- 
gation that falls into line with the pur- 
poses and function of the American high 
school. Businessmen should size up the 
situation in their local communities, and 
they should help see that this obligation 
is met in the most satisfactory and ac- 
| ceptable way in their local high schools. 

One of the newer instructional areas 
in business education today is related to 
the management and operation of the 
typical small business enterprise. A 
great opportunity exists here for 
strengthening the very fabric of our 
business society, and both the junior 
colleges and the typical four year col- 
leges and universities are giving atten- 
tion to it. Some fine courses and in- 
structional materials have been de- 
veloped. Directors of community adult 
education programs should be encour- 
aged to show further interest. 

Business education in the colleges and 
universities of America tends to be 
broad and more or less general in 
ROL-DEX customers report the selec- | character. Traditionally, ‘ collegiate 
tive handling of 5,000 and more ac- j 
counts, by one operator — speeding 
operations 25°, or more. 


The patented method of rolling records 
to a seated operator brings thousands 
of records within easy arm's reach. 


No Walking, Stooping or Squatting 
Learn how ROL-DEX can help 
cut your active record costs. Write: 


ROL -DEX DIVISION 


of WATSON MFG. CO., INC. 
JAMESTOWN 9, N, Y. 


a 
Cet \ehesseth, 





“Are there any new mez worth being 
nice to?” 
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business education has been focused on 
managerial and administrative aspects 
of business and industrial operations. 
Even these implied oceupational objec- 
tives have been broadly interpreted in 
terms of fundamental and basic under- 
standing of the economie and business 
characteristics of our social-economic- 
political way of living. Of course there 
has been some specialization in theoreti- 
eal and/or managerial aspects of mar- 
keting and distribution, accounting and 


control, as well as organization and 
management itself. But only in recent 
years have such specialized categories as 
merchandising, insurance, real estate, 
office management, sales management, 
and the like, made any significant head- 
way in collegiate level business educa- 
tion. 

An increasing number of business 
educators in charge of the creative de- 
sign and development of college-univer- 
sity level programs of business educa- 





28 m inutes is about the best 


time Melinda ever made opening the morning mail by hand 


... but when the salesmen showed her the delays were losing 


them money, the firm got a new MailOpener. . . that safely 


trims a thread-like edge off any size envelope in one quick motion. 
It saves so much time and effort that Melinda now gets the AM 


mail around the office in a fast, flat 


7 minutes! 


.-. If you'd like to give your office a headstart on the mail . .. Call 
or write for free illustrated booklet! 


PITNEY-BOWES, Inc. 


MAILOPENER 


PITNEY-BOWES, INC., 3425 Pacific St., 


Stamford, Conn. 


... Originators of the postage meter... ee 


Offices in 93 cities. 
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Ensure safe delivery of your 
packages —Mark them with 


& 


CAUTION LABELS 


One of many Dennison Handy Helpers 
for Home, School, and Office 








On sale at stationery counters everywhere 





The PARALINER is a new device for rul- 


ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 


distance —_ by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal! of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 


226 Colorado Bidg., Washington 5, D. C. 
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2 ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.45 to $1.75 
Ask Your Visible Syotems Sepplier 
to PALLEY MFG. CO. 


or wri 
69 Mechanic St., Worcester, Mass. 








KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Pertability— 
Efficiency— 
Appearance— 
urability 

Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
ére designed to 

ive better service 

an any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum pert- 
ability, attractive 
appearance, utmost 
efficiency and 

greatest 
durability. 


Write fer 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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tion are recognizing the necessary 
realism of initial employment. Even 
the college graduate must be ready to 
find himself and to adapt himself and 
to earn his way in an initial position 
of the assisting and supporting type. He 
must be able to do something efficiently 
and effectively wherever he is first put 
to work. This does not mean that he 
will serve as a typist or as a machine 
operator—not at all. It does mean, 
though, that he likely will serve as.a 
supporting worker in the accounting de- 
partment, or as an analyst in the mar- 
keting division, or as a correspondent 
dictating certain types of correspond- 
ence, or as a clerk in the legal depart- 
ment, or as a copywriter in the adver- 
tising and promotional line of authority, 
or even as a private secretary to one 
of the key executives. 

There are some real and basic impli- 
cations for collegiate business education 
in the absolute necessity for the college 
trained person to be abie to start some 
place. He must first be a supporting. 


worker, and he must be successful for 
the spotlight is focused on him. Fur- 
thermore, considering this idea in its 
long run implications, there already is 
plenty of evidence that the future work- 
ing force in business and industry will 
include a relatively significant percent- 
age of college trained people in assist- 
ing and supporting positions—even in 
positions of certain types of clerical 
level relationship. It is neither rea- 
sonable, nor practical, nor wise to as- 
sume that all college graduates are des- 
tined to be managers, or executives, or 
administrators. It is only reasonable 
to assume that they should have the best 
chance of competing successfully—and 
perhaps with some time advantage— 
for the relatively few top level mana- 
gerial positions. Here is an area for 
creative thought and for creative work. 
It is an area of consideration where 
businessmen and business educators 
should think and work together in 
evolving and developing desirable pro- 
grams of collegiate business education. 





Experienced buyers of business machines 
know the importance of the motor in obtaining 
quiet, dependable operation. This accounts for the 
increasing preference for office appliances driven by 


special application Lamb Electric motors. . 


. known 


for long-life and trouble-free performance. 
The Lamb Electric Company, Kent, Ohio. 


greed ne MOTORS 
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CCC Executive Vice President 


Charles E. Love 
has been elected to 
the newly created 
office of executive 
vice president of 
Commercial Con- 
trols Corp., and will 
serve as director of 
the organization, 
it was announced 
by the corpora- 
tion’s president, 

Charles E. Love = Chas, R. Ogsbury. 
He will make his headquarters at the 
general offices at Rochester, N. Y. Mr. 
Love has been associated with Inter- 
national Business Machines Corp. con- 
tinuously since his graduation from Ho- 
bart College in 1932, with the exception 
of a two-year period during which he 
served in the Navy during World War 
Il. He rose through the ranks at IBM 
until in last January, he was elected vice 
president in charge of sales. At one 
point in his career, he was instructor 
in sales and director of education, a 
position involving administration of all 
educational activities of International 
Business Machines Corporation. Mr. 
Ogsbury further announced that Mr. 
Love would fill an entirely new position 
and that his election would in no way 
affect the present officers and directors 
who will continue to serve in their posts. 


O’Neill Promoted 


Donald J. O’Neill has been appointed 
branch supervisor of sales for the Dealer 
Sales Div. of Remington Rand Ine. for 
San Francisco, H. A. Hicks, vice presi- 
dent and general sales manager, Dealer 
Sales Div., announced. Mr. O’Neill 
joined the company in 1948 as a sales 
representative in the Portable Type- 
writer Div. after two years with Sta-Rite 
Products, San Francisco, as advertising 
and sales promotion supervisor. 


A. B. Dick Appointments 


A. B. Dick Co. announced the appoint- 
ment of Kenneth B. Marble as manager, 
special promotions in the advertising and 
sales promotion department. In his new 
assignment Mr. Marble will be primarily 
concerned with the promotion of A. B. 
Dick offset lithograph products. 

Frances Swadener was appointed man- 
ager, customer instruction in the adver- 
tising and sales promotion department 
where she will handle the development 
and production of A. B. Dick’s new na- 
tional group instruction program. Under 
this program Miss Swadener will be di- 
recting the activities of four customer 
instruction representatives in nationwide 
group demonstrations of Modern Mimeo: 
graph Techniques. 


Ediphone N. Y. Manager 


Appointment of Herbert 8. Christman, 
to the post of sales manager for the New 
York City area, has been announced by 
the Ediphone Div. of Thomas A. Edison, 
Ine. With Edison since 1932, he handled 
national accounts for the Ediphone Div. 
Mr. Christman, who will be responsible 
for sales of the Edisen Voicewriter 
throughout Greater New York, succeeds 
Austin Cunningham, who was recently 
elevated to assistant divisional manager. 


Sunruco Office Accessories 


Improvements in rubber office acces- 
sories, manufactured by Sun Rubber Co., 
Barberton, Ohio, have been announced 
by Dwight N. Briggs, stationery sales 
manager. Sunruco rubber finger pads 
with punched perforations for better 
ventilation and finger pads in amber 
color have been added to the standard 
red finger pads. Deeper non-skid over 
entire surface, inside ventilating grooves, 
and lengths which will not bind assure 
added comfort. Sunruco rubber finger 
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2ORA7? 
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CARBON COPIES 





ARE M 


There’s a TARA 


Ask your stationer 
or usual source of 
— supplies. 


OST IMPORTANT! 





100% rag imported tissue and 
uniform quality assure positive 
legibility in multiple copies where 

accurate information on prices, 
sizes, facts and figures is vital. 


No smudging! Tara’s hard, clean 
surface means sharp copies, clean 
reference sheets and fingerprint- 
free 2nd sheets. Permits neat 
erasures, eliminates retyping. 


Exclusive Silver-Shield non-curl 
backing makes carbons lie flat, 
feed smoothly in repeated use. 


hin bed nk chateaus Peeled ved ae dada | TARA out-performs old lines. 


Ths J American Carbon Paper Corp. 
1313 W. Lake Street, Chicago 7, Ul. 


TARA CARBON PAPER. and prices 


Costs less, lasts a long time. 
Cuts expenses. 


TARA’s re-order record 
proves its performance. 


eee068068808' 





TEST IT on your work. 





MAIL the COUPON now! 











“This er ne how to work”’ 


“Joe Martin had called on me several times asking for some 
of our business. Today I called on him to see what sort of an 
outfit he had. I was impressed. His office had an air of quiet 
efficiency. It was pleasant to look at too. This man knows how 
to work... how to get things done,” I thought. 

Joe's office helped him make a sale that day—it will help 
him many more times because, like a well made suit, it 
shows Joe at his best. 

Your office can help you to greater success—if you plan it 

WRUTRA-TORE with care. “Y and E” office equipment is designed and made 
GRAN to fit an office that expresses success. It is efficient to use and 
pleasant to look at. 
e For pictures of “Y and E” 
steel office equipment, write 


for booklet No. 4002-487. 
There is a “Y and E” repre- 


sentative in your community. A 

Call him for help in planning § e a7] = : 

an effective office. : ; = raed se 
YAWMAN n> FRBE MFG.(0. 


1020 JAY STREET * ROCHESTER 3, N. Y., U. S. A. 
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pads come in assorted sizes, 11 to 14, 
packed in attractive display box. Mr. 


Briggs also stated that a complete jobber’ 


stock is now available from Stationers’ 
Corp., 525 8. Spring St., Los Angeles. 
Establishment. of this new jobber site 
will enable west coast consumers to re- 
ceive prompt localized delivery on all 
orders, 


Burroughs Pension Plan 


Burroughs Adding Machine Co. an- 
nounced a funded pension plan for its 
13,000 employees in the U. S., which 
went into operation Jan. 1. The plan 
provides for a $125.00 minimum monthly 
retirement income, including Social Se- 
curity benefits, for all eligible employees 
with 30 years or more of service at age 
65. Every permanent employee of the 
Burroughs organization on Jan. 1 is 
eligible to participate, and the plan will 
be retroactive to cover employees who 
have retired since June 30, 1950. 


Todd Increases Production 


Increases in employment and working 
hours, plus installation of new automatic 
machinery, are enabling Todd Co., Roch- 
ester, N. Y., to speed deliveries and 
substantially reduce large backlogs of 
orders for its Protectograph checkwriters 
and check signers and protected, insured 
checks. The accelerated manufacturing 
program includes work weeks of 58 hours 
in three primary departments, according 
to A. Richard Todd, executive vice presi- 
dent in charge of manufacturing. Most 


At the fourth annual 
convention of the 
Canadian Office 
Machine Dealers 
Assn. in Toronto: 
Rosaire Armand, Ed- 
ward Norcott, 
George Fox, Clovis 
Martineau, Harold 
McEvoy, F. H. Turn- 
er, E. L, Maag, pres- 
ident, W. T. Corney 
and Howard Soulis. 
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other departments are on either 45 or 
50-hour work weeks, he added. The com- 
pany’s backlog represents a 97% increase 
over the same month in 1949. Printing 
department orders (bank and commercial 
checks, office forms, ete.) are up 85% 
and machine orders are up 140%. 


Machine Shorthand Grows 


Steno Graphic is the title of an inter- 
esting house organ published by Steno- 
graphie Machines, Inc., Chicago, which 
contains news and illustrations of Steno- 
graph users everywhere. The growing 
acceptance of machine stenography in 
business and government offices, due to 
the shortage of shorthand writers, re- 
flects the modern girls’ desire to use a 
machine which can be learned more 
quickly and is easier to use than manual 
methods. 


NSOEA Asks NPA-2 Change 


The National Stationery & Office 
Equipment Assn. has filed a brief with 
the Munitions Board protesting the ex- 
clusion of commercial office equipment 
and supplies from DO rated orders under 
National Production Authority Regula- 
tion No. 2. 


McBee Managers 


John Mayer has been appointed re- 
gional manager for McBee Co. at Boston 
with a territory covering Massachusetts, 


Maine, 
Island. 


New Hampshire and Rhode 
He had been district manager 


























PAPER ROLLS 


FOR 


CASH 
REGISTERS 


ADDING 
MACHINES 


TELETYPES 


Leading Stationers 
ce Machine Dealers 
riced for 
and are 


Sold b 
and O 
because they are 
profitable RESAL 


© Absolutely guaranteed to operate. 
Used in every store and office. 
Clean cut, lintless—no splices. 


Micromatically accurate—each roll 
tested. 


Wound to fuller yardage. 
Red-ink warning signal marks end. 
Packaged in small, convenient boxes. 


All sizes and colors, standard or 
special. 


Write for Dealers’ Price Schedule 
and Specifications Sheet. 


RITTENHOUSE 
PAPER CO. 


6405 S$. WENTWORTH AVENUE 
CHICAGO 21, ILLINOIS 








in Bridgeport, Conn. John R. Dowling 
has replaced Mr. Mayer at Bridgeport 
as district manager. He transferred 
from New Haven where he was a sales- 
man. 


NOFA Growing 


John R. Gray, executive director, Na- 
tional Office Furniture Assn., announced 
NOFA membership is up more than 30% 
over a year ago and that further gains 
are in sight with probable establishment 
of chapters in Canada. NOFA holds its 
annual convention and exhibit at Hotel 
Stevens, Chicago, March 4-6. 


OEDNY Celebrates Birthday 


The Office Equipment Dealers of New 
York staged a gala dinner party and .en- 
tertainment to celebrate their 20th birth- 
day last month. Some 150 members and 
guests attended and all look forward to 
next year’s party when OED comes of 
age. This group really spawned the Na- 
tional Office Furniture Assn. of which it 
is now the New York Chapter, directed, 
as is NOFA, by John R. Gray. Ben Itkin 
is OED president and Seymour Nathan 
is activities secretary. 


To Make Furniture 


Skyline Desk Corp. has been formed 
in Grand Rapids, Mich., to manufacture 
office desks, tables and wastebaskets in 
oak and combination walnut. Officers of 
the firm are: Robert W. Graff, president; 
Ben 8. Bland, vice president; Samuel 
Ehrlich, secretary-treasurer. Mr. Graff 
and his late father were in the furniture 
manufacturing business for the past 
eight years. Mr. Bland is also sales 
manager of Grand Rapids Leather Fur- 
niture Co., of which Mr. Ehrlich is presi- 
dent and the Ehrlich of Ehrlich of Grand 
Rapids. 


A Government-Business Success 


The Typewriter (& Allied) Trades’ 
Federation of Great Britain & Ireland 
has terminated, by agreement, its ar- 
rangement with His Majesty’s Station- 
ery Office whereby all government surplus 
typewriters were sold only through regu- 
lar trade outlets. Machines were sorted 
and distributed on a percentage basis to 
each type of distributor and the scheme 
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proved highly fair and successful to all 
trade branches, in contrast to the manner 
in which the U. 8. Government disposed 
of many war surplus typewriters. The 
agreement was ended because of the 
diminished flow of machines. 


British Sndustries Fair 


The British Industries Fair will be 
held April 30-May 11 with office ma- 
chinery, equipment and stationery being 
shown at Olympia, London. 


Navy Calls Berger 


Lt. Comdr. Robert 8. Berger, USNR, 
president of Rittenhouse Paper Co. and 
Lynn Paper Products Mfg., Chicago, has 
been recalled to active duty by the Navy. 
In his absence, Archer C. Stites will 
carry on as general manager of these 
corporations, which manufacture a wide 
variety of paper rolls for all business 
machines and provide slitting and sheet- 
ing services for the paper and graphic 
arts industries. Mr. Stites was formerly 
with West Virginia Pulp & Paper Co. and 
International Paper Co. He also served 
with Montgomery Ward & Co. He brings 


with him some 20 years experience as a 
paper expert. Lt. Comdr. Berger served 
for five years during World War II as 
an aviation specialist both in the Atlan- 
tie and Pacific theatres. After the war 
he served as Contract Termination Officer 
at aircraft plants in California. 


Hart Acquires Wright 


Hart Mfg. Co., St. Paul, Minn., has 
acquired Wright Duplicator Co. and will 
manufacture the Wright Fluid Duplica- 
tor and supplies under the Wright Dupli- 
eator Div. of Hart Mfg. Co., according 
to H. E. Holmberg. The Wright Model 
C, a handfed machine retailing at $69.50 
will be distributed through Hart and 
Wright dealers. Hart now manufactures 
both rotary stencil and direct process 
machines and supplies. 


Export Trade Conference 


Arthur W. Roberts, vice president for 
World Trade of the Chicago Assn. of 
Commerce and Industry and vice presi- 
dent in charge of the foreign department 
of Continental Illinois Bank & Trust Co., 
was elected chairman of the Feb. 27-28 





SHAPES & STYLES 


Save Work, Time, Tempers, Material 


The long and short of erasing efficiency lies in the all- 
around savings and clean work of quality-made Weldon 
Roberts Erasers. They come in exactly right shapes, 
styles, sizes and textures to do given erasing jobs best. 
They remove the risk of messy erasing with its fre- 
quent re-doing of an entire piece of work. 


Ask your office supplies dealer to recommend the 
Weldon Roberts Erasers best suited to your require- 
ments. 


WELDON ROBERTS RUBBER CO., Newark 7, N. J. 
America's Foremost Eraser Specialists 


121 ELLIPTIC. Soft, gray 
eraser in handy eliptical 
shape for pencil and ink 
erasures on all types of 
work: typing, accounting, 
drafting, handwriting. 
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Jie 


Tusco Stands are adjustable for uneven 
floors, they. won't vibrate, won't tip over. 
Made for all electric typewriters and 
most business machines, Tusco Stands safe- 
guard your machines against expensive 
repairs, give more operator comfort. 


Write for folders Today! 


TUBULAR SPECIALTY MFG. CO. 


Detroit 8, Michigan 


1940 Stanley Avenue 
Established 1921 


THE OFFICE MACHINE 
TAND YOU CAN'T TIP OVER! 








at the advantages 


this remarkable 
Adding Machine 


USES—Small business record-keeping, 

general accounting, and auditing, in- 

ventory work, time-keeping, payroll 

figuring, billing. 

FEATURES — Adds, subtracts, multi- 

plies by direct action. Easy, speedy 

een instant dial clearance. 
uaranteed satisfaction or money 

back. : 

Obtain your Addometer from your office 
appliance dealer, stationer, or write: 


Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street © Chicago 6, Ilisno:s 











The Only Copyholder with 
All These PLUS Features 


FINGERTIP COPY ALIGNING — Just turn 
rollers—no tuaging or pulling. 

HANDLES ALL SPACING —One, two or 
three line ae automatic with selector 
lever—or variable spacing with control 


knob. 

_ LENGTH COPY—continuous or fan- 
‘old. 

REVERSIBLE—Pick up copy at any point by 


rolling platen. 
VISIBILITY down to the last half-inch of 


scopy. 
HORIZONTAL OR VERTICAL COPY easily 


adjusted. 

LIGHTWEIGHT, COMPACT—Only 3%" x 
3%" x 11." overall, fits any desk drawer. 
Write for literature and prices today! 


ADKINS & KUSCHEL CO. 
112 Prospect Ave., Cleveland 15, Ohio 








TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 
G 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
@ 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 
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Chicago World Trade Conference, it was 
jointly announced by the association and 
the Export Managers Club of Chicago. 
Charles A. Hofstetter, president, Export 
Managers Club and export manager of 
Ace Fastener Corp., is vice chairman. 


Fotis Aids Brand Names Day 


George W. Fotis, sales promotion mana- 
ger of the Business Machines & Supplies 
Div., Remington Rand Inc., was one of 
ten well known executives named to the 
committee planning Brand Names Day. 
This sixth all-day conference will take 
pe April 11 at Hotel Commodore, New 
York. 


For Underwood in Utica 


D. A. Ealy has been appointed mana- 
ger of the Utica, N. Y., branch office of 
Underwood Corp., according to an an- 
nouncement by W. F. Arnold, vice presi- 
dent and general sales manager. Mr. 
Ealy was a typewriter and adding ma- 
chine sales representative prior to his 


How to sell 
CARBON 
PAPER 

and 
RIBBONS 








This is the latest product training manual 

issued to its members by the National Sta- 

tionery & Office Equipment Assn., 740 Con- 
tinental Building, Washington 5, D. C. 
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FOR DEALERS! FOR USERS! 


INDIANA 


CASH REGISTER 


Dealers looking for a profitable Cash Register to 
sell to small business have found the answer in the 
Indiana. 
Easy to sell because the prospective user can 
quickly see that the Indiana will give results equal 
to systems costing 2 to 3 times as much! 
Most practical—easy for clerks—a complete con- 
fidential detail of sales by departments or com- 
modities. Quick, accurate, safe cash control. 
You will find this 
a profitable addi- 
tion to your 
line. 


Use coupon 
or write 


INDIANA CASH DRAWER CO. 
SHELBYVILLE, INDIANA 


Please send full details and dealer plan. 


Name 





Company 
Address 

City 

Kind of Business 








Zone State 








179 





@ BooKKEEPING 
@ CALCULATING 
@ ACCOUNTING ~ 
@ ApDING AN® BILLING machines bought, ‘bt, 


fented, repaired or re- 
ACME 


conditioned. Write for 
ADDING MACHINE 


current prices. 
SERVICE & SALES 321 BROADWAY « NEW YORK] N.Y 
CORP. Since 1927 


WO 4-1240° cable: Hodgmach 


ADDRESSING MACHINES 
STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y 





Sate Time erik Money with 


The gabe 


OUTLOOK ENV ELOPES 

“= 4*+ ESTABLISHED 190 2+-- 
GLASSINE or CELLULOSE TRANSPARENCY 
A Size and Style for EVERY PURPOSE 





Write for Samples 
and Prices 


OUTLOOK ENVELOPE CO. 


100! W. WASHINGTON BLVD., CHICRCO, ILL. 








WRITE FOR LATEST CATA 


International Cash Register Parts Co. 





present assignment. His headquarters 
are at 16 Bank Place where he will direct 
the sales and service activities of the 
typewriter, adding machine, accounting 
machine and supply divisions in the 
Utica area. 


Wins Safety Award 


Employees of R. C. Allen Business 
Machines, Ine., received key chain med- 
als and a bronze and mahogany plaque 
from Kmployers.Mutuals Insurance Co. 
for their superb safety record in 1949-50 
when their accidental injury count was 
lower than the national average. 


Marchant In New Bedford 


Opening of a new, 
Marchant Caleulating Machine Co. in 
New Bedford, Mass., was announced by 
Edgar B. Jessup, president of the com- 
pany. The new headquarters for Mar- 
chant will handle all details of sales and 
service to users of Marchant calculating 
machines in the area and its establish- 
ment was made necessary by the growth 
of business activity in the area, Mr. 
Jessup said. W. H. Jones is the local 
agent at 201 Middle St., New Bedford. 


modern office of 


Burroughs Service Manager 


Joseph M. Bowman has been appointed 
service manager of the Atlanta, Ga., 
branch of Burroughs Adding Machine 
Co., Mr. C. A. Baker, general service 
manager, announced. Under his super- 
vision will be all Burroughs service ac- 
tivities in Atlanta, Albany, Athens, 
Columbus, Griffin, Macon, and other cities 
in the surrounding territory. 


Checkwriter Check Up 


To overcome the tendency of users of 
office equipment to call a serviceman 
only after it’ has broken down, and to 
insure maximum security in checks writ- 
ten on Safeguard Checkwriters, Safe- 
guard Corp. is sending test slips to all of 
their users of checkwriting equipment 
during the period of mechanical guaran- 
tee. These are sent free together with 
free return envelopes. A special checkup 
system insures that the test slip is sent 
to the person responsible for the check- 
writer in the user’s office. Every slip is 
inspected immediately upon return. Cali- 


Tue Orrice—January, 1951 


ee ee ee 





SHIPMAN-WARD HAVE THEY'RE READY FOR YOU NOW! 
MADE I(T $O EASY TO FIND 
THE PARTS 1 NEED! SHIPMAN-WARD'’S New 1951 Typewriter Parts Catalogs 


et The Dealers Complete Parts Library 
. in seven separate volumes 


CATALOG NO. DESCRIPTION 

GENERAL CATALOG, for oll mokes 
Contains list of fast moving typewriter, 
adding ond calculating machine ports 
ond supplies, rubber products, dealer 
services, ribbons & carbons, tools & 
accessories. 

6-1 SMITH-CORONA, portobles. 

B-2 REMINGTON, stondord, noiseless and 
portables. 

83 ROYAL, stondord and portables 

B.4 L. C. SMITH, standard. 

8-5 UNDERWOOD, stondard, noiseless and 
portables. 

B-6 R. C. ALLEN — WOODSTOCK. 


Save time when you order parts. Reach for the right catalog 
— o Shipman-Ward Catalog. DEALERS...Check the above list for the 
copies you need. They're yours without charge. Send for them today! 


SHipmMAN-Warbd Mec. Co. 


World Widco Distributors of Typewriters — Parts — Plotens — Tools — Shop Equipment and Supplios 


PH. DElawere 7-1090 325 .N. WELLS ST., CHICAGO 10, ILL. casie—“sHiPwaRD’ 





i AMERICA'S GREATEST BUY 
‘IN STENCIL DUPLICATORS 


More Automatic Features Than in The 
Most Expensive Machines 


The sensational RUDCO Model 100 offers more 
automatic and improved features than found 
on even the most expensive stencil duplicators. It 
has a completely enclosed cylinder with internal 
brush action—eliminating all possibility of messy 


ion. E i i 
roller action that Contacts the cylinder only wren | 'he RUDCO Model 100 
a sheet of paper is in printing position. Only SB5 


The RUDCO handles paper or card stock— (Counter $10 extra) 
post card to legal size—and registration is always COMPARE THESE FEATURES 
hair line accurate. - Fully Automatic 
Automatic Inking 
panes sme | Enclosed Cylinder 
Improved Internal Brush Action 
Automatic Roller Action 
Automatic Feed 
Ball Bearing Construction 
Hairline Registration 
All Steel Frame 
Easy to Use 
Built for Years of Trouble-Free 
Service 


nae AUTOCOPY, INC. mevmmtene 


The RUDCO is built for hard use—and abuse. 
Compare it, feature for feature, with the most 
expensive stencil machines in the field. You'll 
quickly realize that here is today's greatest buy 
in meas regardless of make—regardless of 
mode 


Stationers and Office Machine Dealers! 
Write at Once for Complete Information. 


BMOSONOUAWN— 


—~—— 

















Tue Orrice—January, 1951 





CLEARTONE 
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WIRE SPOOLS 
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DICTATING MACHINES 


CREBUILTS. ae TO MEET THE 

LATE MODEL | MOST EXACTING 
DICTAPHONES ¥\ REQUIREMENTS 
EDIPHONES 2 


AUDOGRAPHS 
SOUNDSCRIBERS 


AMERICAN DICTATING MACHINE CO.. Inc. 


ESTABLISHED 1923 


65 MADISON AVE., NEW YORK 16, N. Y. 
Telephone MUrray Hill 4-355<4 


IMPORTED 





THE HIT OF THE DECADE! 


RAPID DRY 


DUPLICATING INK by 


(anode 
THE DUPLICATING INK 
THAT GIVES PERFECT 
RESULTS! 


POE CLA 
Available in 
Four Colors: 
Red, Blue, Green and Black 





THE MODERN COPYHOLDER WRITE FOR CATALOGUE... 


RITE-LINE CORP. 1025: 15m sreen.w. | PASM INK SPECIALTIES 
a \ V COMPANY INCORPORATED 








523 N. Halsted St., Chicago 22, 


RITE-LINE copyruo.tper 


182 THe Orrice—January, 1951 





bration of the test slip assists the skilled 
inspector to detect any deviation from 
good working condition of the check- 
writer. Users are thus assured of con- 
tinuous good service from their equip- 
ment. The company accepts for a mod- 
erate fee applications of users who wish 
to avail themselves of this service even 
though mechanical guarantee has ex- 
pired. 


Ames San Francisco Branch 


The San Francisco branch of Ames 
Supply Co., at 583 Market St., is 40 
years old this month. Earl 8. White, the 
branch’s present manager, was there 
when the branch was organized by the 
late Charles H. Ames and his wife. Be- 
hind the success of the branch is the dis- 
tribution of high quality Futuristic Five 
Star platens and other merchandise for 
machine dealers, with prompt service. 
The branch has up-to-date equipment 
operated by experienced men with the 
newest type platen grinders. A complete, 
well organized inventory of parts is kept 
for west coast dealers. Ames also has a 
branch in Los Angeles. 


Chair Representatives 


Kirk W. Bassett, sales manager, Office 
Furniture Div., Hamilton Mfg. Corp., 
Columbus, Ind., announced appointment 
of representatives for the Cosco Finger- 
Lift Office Chair in four districts. Ward 
H. Silliman, Dallas, and associate W. B. 
Waltman, Houston, represent Cosco in 
N. Mex., Okla., Ark., Texas and La. Carl 
W. Draper Co., Los Angeles, with asso- 
ciates Dan M. Thompson, San Francisco, 
and Richard P. Vaughan, Seattle, repre- 
sent Cosco in Wash., Ore., Calif., Mont., 
Idaho, Nev., Ariz., Wyom., Utah and 
Colo. Milton Stone, and associates Sam- 
uel Newman and Phillip Side, New York, 
are representatives for New York City, 
Long Island, Westchester County and 
Bergen, Essex, Hudson, Hunterdon, Mid- 
dlesex, Morris, Passaic, Somerset, Sussex, 
Union and Warren Counties in N. J. 


Rotary Governor 


W. Bruce Watt, manager, Stationers 
Corp., San Diego, Calif., is a district 
governor of Rotary International for 
1956-51. As governor, he coordinates the 
activities of 61 Rotary Clubs in one of 
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K-M BRAKE TURNTABLE 


A strong lightweight turntable especially de- 
signed for typewriter mechanics. It can also 
be used in offices and machine shops for 
assembly work. 
WRITE FOR FREE CATALOG 


KELLEY-MENNES MFG. CO. 
ROCKFORD ILLINOIS 


3 PHONE "ronems 


SOLVED ——- 

1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 

Model for all types 

of phones and dic- 

tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 














PRICE CARD HOLDERS 


Shoe Card Holders 
Window Hooks 
Ticket Hooks 
Tag Needles 


All Types of 
Price Card Holders 
Window Trimmers Tools, etc. 


Write for illustrated Price List 
and Dealer’s Discounts 


RUDOLF ORTHWINE CORP. 


503 West 33rd St., New York 1, N, Y. 
LOngacre 3-5900 








SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 


HAIDA ENGINEERING CO, 
34-11 Vernon Boulevard 
Long Island City 6, New York 














to these Fyecutives brag 


Listen 


One says—“My girl is a whiz. It’s amaz- 
ing how many letters she can turn out 
between 9 and 5.” 


The other says—“My girl types letters 
that are a pleasure to sign—and beauti- 
fully clean carbons, too.” 


PEERLESS - IMPERIAL 
Ribbons & Carbons 


YOU’RE 
io 8. oe 
both girls have 
learned an im- 
portant secret— 
that PEERLESS 
IMPERIAL Rib- 
bons and Car- 
bons produce the 
last word in 
executive corre- 
spondence. And 
copies that are 
almost as good 
as originals. 














Ask your Dealer for samples of FINAL- 
LINE and NO CURL NO SMUDGE 
Carbon. Try "em—and you'll say we 
haven’t praised ‘em enough. Better 
reach for the phone now. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory: 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7,321 B'way © Chicago 2, 179 W. Washington St. 
Detroit 18, 37 Linden St., River Rouge, Michigan 





the seven districts in California. During 
the year, he will visit each of the clubs 
to offer advice and assistance in Rotary 
service work and administration. 


New York Dealers Combine 

Steelease Sales Corp., New York’s 
original and oldest dealer for Metal 
Office Furniture Co., has consolidated 
with Macey-Fowler, Inc. at the latter’s 
385 Madisun Ave. address, it was an- 
nounced in a joint statement by George 
Keen, president, Steelease Sales Corp. 
and Adam Andrasick, president, Macey- 
Fowler, Ine. 


Sightless Vets in Offices 


Twenty-four blinded World War II 
veterans either were holding office jobs 
or were training to fill such positions at 
the end of 1949, a Veterans Administra- 
tion survey disclosed last month. Those 
employed fulltime in offices included 8 
general clerks, 5 information clerks, 2 
dictating machine operators, a tabulating 
machine operator, an office clerk, recep- 
tion clerk, shipping clerk, and stock 
clerk. The blinded trainees, taking train- 
ing under Public Law 16, included two 
learning to be dictating machine opera- 
tors; 1 general clerk, and 1 foreign- 
language clerk. The survey, a breakdown 
of 448 veterans in training and 556 hold- 
ing full-time jobs at the close of 1949, 
showed that most of the blinded veterans 
were in fields which brought them in 
contact with the sighted world. Rela- 
tively few went into specialized occupa- 
tions for the blind. Veterans who lost 
their sight because of service-connected 
reasons numbered 1,694 at the time of 
the survey. The remaining 690 included 
those employed part-time, out of work, 
preparing to start training, or who had 
stopped training. 


N. Y. Stationery Show 


George F. Little Management an- 
nounced that the annual spring New 
York Stationery Show will be held at 
the Hotel New Yorker, May 20-25. De- 
tails can be had from the management 
at 220 Fifth Ave., New York 1. 
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Large, easy-to-read dial shows 
exact postage for air mail, first 
class, and merchandise by zones. 
Capacity of scale is 2 Ibs. by 1 
ounce, Overall size, 542” x 
614” x 21%”, platform, 2” x 
3”. Beautiful Lustron sieniec 
body and new type super [ 
sensitive mechanism. 


Order from your office supply dealer, | 
Larger capacity models available. 








POSTURE FINGER 
NTO \ TIP 


COMFORT ‘Y ADJUSTMENTS the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from INTERNATIONAL 
ADDING MACHINES... 


.- all makes and models are available at 
International. Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt . . 

ADDING * BOOKKEEPING 





i ee” MACHINES - 
COM METERS ©¢ TYPEWRITERS 
The World $ ADDRESSOGRAPHS 
Dealers’ Inquiries Welcomed 
Favorite Posture Chair ..mode! 224 ~~ tag sg woe 


woowo INTERNATIONAL 
OFFICE APPLIANCES, INC. 


31 E. 22nd St New York 10, N. Y 
ORegon 4-6400 + cable: ADDBOOKAL 


Built by Cramer of Kansas City, of course 








OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER co. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


Tue Orrice—January, 1951 





% ADJUSTO-SWING fits most desks, wood or 





metal. Easily attached. 
% Adjustable to proper height. 
% Converts flat top to Steno desks. 
% insures your machines against tipping over. 


Adjuste-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


ACCOUNTING. 
BILLING, 
BY BOOKKEEPING 
B= & ANALYSIS 
~ MACHINES 





We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed, Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N.Y. 


ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 


HAND & ELECTRIC _ 


WE MANUFACTURE . . 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, long & short Elliott 
trays, cabinets, liquid & 
paste ink. Also Smith Sten- 

cil typewriters. 


WRITE FOR RO We tsth 10 eT eT 


th St, Y. 1 








Dept. 4-0, 40 W 


MAILERS' EQUIPMENT CO. 








START THE YEAR RIGHT by keeping your 
copies of THE OFFICE in these attractive 
binders from which copies can be easily 
inserted or removed without injury to the 
hands. Each binder holds 6 issues—two 
binders for a full year’s copies are $3 post- 
paid in U. S. Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 





270 Madison Avenue, New York 16, N. Y. 
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OFFICE DEFENSE PLANNING 


(Continued from page 134) 


Ponca City, Okla. 


We are not attempting to stockpile 
office machines or equipment. With a 
very few exceptions, we have been able 
to purchase necessary and desired equip- 
ment for new jobs and normal replace- 
ments. If this emergency follows the pat- 
tern of the previous emergency, short- 
ages of office equipment in certain offices 
may be partially offset by reduced opera- 
tions in other of our offices. From ex- 
periences during the last war, it was 
found that we could economically use 
some types of office machines longer than 
we had previously calculated; conse- 
quently in some instances we have re- 
vised our trade-in policy on some equip- 
ment. We have found that ‘‘unit’’ or 


‘*gang’’ desks are not favored in most 


offices when more floorspace is available. 
For some specialized jobs they have 
proved satisfactory. 

No steps have been taken to protect 
our records from possible enemy action. 
As far as practicable, we shall attempt 
to segregate war contract files from 
others in order to provide for unusual 
retention periods that might be necessary 
and to allow ease in destruction when 
needs have been met.—WM. E. SEXTON, 
Office Methods Supervisor, Continental 
Oil Co. 


Fulton, N. Y. 


We very definitely have not been in- 
fluenced by the scare-buying information 
that has been passed on to us by a great 
many office equipment representatives. 
Rather, we are taking definite inventory 
measures in regard to both personnel 
and equipment.—R. J. MEAGHER, Of- 
fice Administrative Supervisor, Sealright 
Co. 


(To be continued in February) 
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Acco Products, Inc. 

Accounting Machine Export Corp. 

Acme Adding Machine Service & Sales Corp. 180 
Addo Machine Co. . 186 
Adjusto-Swing Office ‘Machine Stands Co. 
Adkins & Kuschel Co. 

Allen Business Machines Inc. 

American Addressing Machine Corp. 

American Carbon Paper Corp. 

American Dictating Machine Co. 

American Hair & Felt Co. 

American Lithofold Cor 

American Numberin 

American Stencil Mfg. 

Atlas Stencil Files Co. 

Autocopy, Inc. 


Barrett Adding Machine Division 
Basten 

Bates Mfg. 

Beach Pu lishing Co. 

Best Pencil Co., Richard 
Bomont, Inc. 

Boorum & Pease Co, . 
Burroughs Adding Machine Co. 


Canvas Products Corp. ............... 
Central Office Appliances, Inc. 
Clarotype Co. 

Clary ultiptier Corp. 

Codo we Corp. . 

Cole Ste Equipment ‘Co. 

Collier Mf orp. 

Columbia Ener 

Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Consolidated Business sere, Inc. 
Convoy, Inc. . re. 
Cook Co., H. C. 

Cramer Posture Chair Co. 


Davenport & Son, 
Davidson Corp. 
Dehn, Jr., |. A. 
Dennison Mfg. Co. 
a Co. 
Dick Co., 

Ditto, * 
Dupli-Typer Co. 


A.C. . 


Eastern Corp. 
Evans Specialty Co. 
E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Casteli Pencil Co., ; 
Faber Pencil Co., Eberhard ... 
Facit, Inc. 

Federal Cash Register Co. : 
Ferris Business ena, Inc. 
Fisher Pen Co. : 

Force & Co., 

Frankel Mfg. C 


Gavrin Press Inc., Arthur J. 
General Binding ‘Corp. 
General Fireproofing Co. 
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Gibian, Richard 
Graff # Co., ST. RRR EE ECG ee 
Gray Mfg. Co. ES EIP Ss 


Haida Engineering Co. 
Hammermill —_ Co. 
Hanson Scale 
on, aes 

Heyer 

Hoye Tot 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Indiana Cash Drawer Co. 

Ink Specialties Co. 

Inter-Continenta! Trading Corp. 
International Cash Register Parts Co. 
International Office Appliances, Inc. 


Jardin Associates, Inc. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

Kelley-Mennes Mfg. Co. 

Kellogg Switchboard & Supply Co. 
Klopp Engineering 


Lamb Electric Co. 
Lanston Monotype Machine Co. .. 


Magic Circle Mfg. Corp. 

Mailers’ Equipment Co. 
Marchant Calculating Mschine Co. 
Manifold Supplies Co. 

Markwell Mfg. Co. 

Maso Steel Products Somat ice ka 
Mid-Continent Sales Co. 
Mimeograph Supply Co. 

Monroe Calculating Machine Co. 
Morris Co., Bert M. 

Mosler Safe Co. 

Multistamp Co. 


Nathan's 
National Office Management Assn. 
Norta Distributing Co. 


Odhner Sales, Inc. 

Office Management Assn. of Chicago pas 
Office Publications Co. ; 
Office Research Institute ... 

Old Town Ribbon & Carbon Co. ..... ...... 
Olivetti Corp. of America 

Orthwine Corp., Rudolf .... 

Outlook Envelope Co. 

Oxford Filing Supply Co. 


Palley Mfa. Co. 
Paraliner Co. 
Peerless Imperial Co. 
Phillips Process Co. 


_ Pitney-Bowes, Inc. 


Polychrome Corp. 
Precisa Distributors, Inc. 
Pronto File Corp. 


Queen Ribbon & Carbon Co. 
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Hiawatha 


AIR MAIL 
PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 
INC, 


409 Pearl Street, 
New York 7, N, Y. 














STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 

future use. 

Capacity 50 stencils 

Capacity 100 stencils 
TECHNYGRAPH C0O., Techny, 1. 





Rapid Roller Co. 
Regal Typewriter Co. 
Reliable Typewriter & Adding Machine Co. 
—— Rand, Inc. (Business Machines & 
— Div.) 
Remington Rand, Inc. (Dealer Sales Div.) ... 
Remington Rand, Inc, (Management 
Controls Div.) 
Revo-File Sales 
Rex-O-Graph, Inc. 
Rex-Rotary Distributing Corp. 
‘Ritchie Co., W. H. 
Rite-Line Corp. 
Rittenhouse Paper Co. 
Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 
Robotyper Corp. 
Rol-Dex Division 
Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. ...........ccceeeeeeeeee 98, 9 


Safeguard Corp. 
Schlegel Mfg. Co. 

Schweitzer, ae 

Scott-Rice 

Securi Steak Equ uipment Corp. 
Select-O-Phone Division 

Sengbusch Self-Closing Inkstand Co. 
Sheppard of E. 

peepert Envelope Co. 
Shipman-Ward Mfg. Co. 





Co. 
Smith, Chavies C cS. 
Smith & Corona Typewriters, Inc. 
Speed-O-Print Corp. 


Tue Orrice—January, 1951 


Standard Duplicating Machines Corp. 
Standard Record . 

Staplex Co. 

Stenographic ‘aS Res Inc. 

Storms ls 

Strohmeyer & ‘Arpe Co. 

Sturgis Posture Chair Co. 

Swift Business Machines Corp. 


Technygraph Co. 

Thurston Ww. 

Tiffany Stand’ Co. 

Todd Co, 

Tubular Specialty Mfg. Co. 
Typewriter Distributors, Inc. 
Typewriter Sundries Co. Ltd. 


Uarco, Inc. 
Underwood yr 


Underwood , John 


Victor Adding Machine Co. 
Victor Safe & Equipment Co. 
Visual Planning Equipment Co. 
Vogel-Peterson Co, 


Wansco Paper Products Co. 
Wassell Organization 
Watson Mfg, Co. 

Weber Addressin 

Wuerth Office Aid 


Yawman & Erbe Mfg. Co. 
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The Coming War 


EADING the articles in this 

Annual Review and Survey 

issue of THE OFFICE, the of- 

fice executive can be certain 
that the defense program will bring 
two problems: (1) There will be 
more office work to do; (2) There 
will be comparatively fewer people 
to do it. Two things office manage- 
ment might do to meet these prob- 
lems are to improve and simplify 
their office systems and use more 
office machines. 

Most offices have analyzed and 
simplified their work as much as 
possible since the end of the last 
war and further improvements can- 
not be expected except where cer- 
tain procedures may be eliminated 
altogether. The new, warborne of- 
fice work will take time to analyze 
and the best methods for handling 
it may not be devised before some 
experience can be accumulated. The 
second answer which office execu- 
tives may be able to use is mechan- 
ization for as many jobs as possible 
—if our government allows office 
equipment manufacturers to pro- 
duce office products instead of 
munitions. 

Last month’s announcement of a 
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greatly expanded production’ pro- 
gram with large new plants to be 
built this year means a greatly ex- 
panded paperwork program to con- 
trol the work of these new plants. 
Government agencies, no doubt, 
have already figured the building 
material needed to construct the 
plants, and the machinery to install 
in them. But have they realized the 
amount of office machines, equip- 
ment and commercial stationery that 
will be needed if these plants are to 
operate? The Munitions Board 
failed to inelude commercial office 
equipment and supplies as worthy 
of DO rated orders under National 
Production Authority Regulation 
No. 2. And this board sits in a Pen- 
tagon office surrounded by some 
thirty acres of office work! 

The appointment of businessman 
Charles E. Wilson to head the coun- 
try’s war production suggests that 
office work, and the equipment and 
supplies needed to do the job, may 
be treated with its deserved import- 
ance—if Mr. Wilson is consulted 
when future priority regulations are 
written. Private office management 
knows well how to do its job, be it 
for wartime or peacetime produc- 
tion. But it can do the job better and 
faster if it ean get the machines and 
supplies it needs. Let us hope the 
President meant what he implied 
last month when he mentioned that 
the work of Government agencies 
not directly connected with the war 
effort should be curtailed. That 
would save a lot of office material 
that could be diverted to offices con- 
trolling war or essential civilian 
production. © 
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1 20 bright copies a minute—1 to 4 

C 0 s yf LE $ $ colors at once—direct from anything you 

type, write or draw. Any weight paper, or 

WHEN YO U USE card. Any size, 3” x 5” to 9” x 14”. No mats, 


no stencils, no inking, no makeready! 


A model to fit DITTO D-10 Preis 
your business...and your budget fo... orcans .. 


Whether yours is a one-man business or a giant Oat ony af Remade of osonee 
organization employing thousands, there is a Ditto fy gg — : 
duplicator to cut your costs and speed your task of @ Maps © Contracts 
making copies directly from ANY THING you type, o Price Sheets © Music Scores 
write or draw. Through Gelatin or Direct Process re- Oo foe ae 
production, manual or electric power, Ditto delivers @Postcards —@ Radio Scripts 
to you the best copies at the world’s lowest price— et cee 
and is eager to prove that sweeping statement by @ Sketches Questions 
actual demonstration. Just mail the coupon—learn how @ Statements @ News Releases 
your company may profit by the many Ditto bene- oR ee shaman Saag 


fits thousands of firms-already are enjoying daily! er 


DITTO, INC., 604 South Oakley Bivd., Chicago 12, Illinois omnia NOW! 


DITTO, INC., 604 S. Oakley Bivd., 
Chicago 12, Illinois 
Gentlemen: Without obligation, ( ) send me 


additional data; (_ ) arrange actual demonstration 
for me. 














tion, get 
about what DITTO 
can do for you. 


DITTO D-45 
The Ultimate in 
Systems Duplicators! 
Purchasing e Production 
Order-Billing e Payroll 


PRINTED IN U.S.A. 
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gives TYPING 


sheer beauty,too! 


Your own letters, typed with 
Underwood Corporation NYLON RIBBONS, give you 
a clear-cut picture of superior performance 


Nylon—the wonder fabric—is being used 
for so many things that its use by 
Underwood Corporation for superior typewriter 
ribbons was inevitable. 
Whether you use standard or electric typewriters, 
you will appreciate the better looking typing 
made possible by Underwood Corporation 
Nylon Ribbons. 
Characters are sharp, clear-cut. Originals are 
better, and more sharp, clean copies can be made. 
Underwood Corporation Nylon Ribbons last 
longer ... because they are strong and free of lint. 
You get better work at lower cost. Fewer time- 
wasting changes are necessary. 

a t 


~ 


2 pl 


Strength, wearin 
quality and flexi- 
bility make Nylon 


especially, suitable 


for t 


pewriter ribbons. 
nderwood Corpo- 


ration Nylon Ribbons 
help typists turn out 
superior work all of a 
long, long service life. 
Next time you’re buying 
supplies, don’t fail to 


inclu 


e’ Underwood 


Corporation Nylon Ribbons. 


One Pork A 


Underwood Corporation 22:5 


Byriingtan, N. J 





